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TCH is now providing a secure email messaging system, SAFEmail, which is part of
TCH’s HIPAA compliance initiatives. SAFEmail enables you to send and receive secure
messages with outside parties, including patients, partners, vendors, and other
healthcare professionals.

You must use SAFEmail when you send Protected Health Information (PHI) to any outside
party. However, you do not need to use SAFEmail to send PHI to a recipient within TCH
or UCHSC (any email address with “lastname.firstname@tchden.org” or
“user@uchsc.edu”). A project is underway to add additional affiliates to this list.

Send a Secure Message

1. Compose a message within Outlook.

2. In the message, click Low Importance + . If you do not see the Low Importance
button, click Options Expand **, and then select Add or Remove Buttons.

The Low Importance button is highlighted in the example below:

™ Secure messaging is a miracle! - Message {Plain Te I ]
J File Edit Wiew Insert Format Tools Help
| Hzerd - [ & | 4 B2 @ | options... 2| o
Ta,.. | Iu:-riu:ul.all:-ert@tchden.-:urq
e | |
Subject: |Secure messaging is a miracle!
Dear Albhert, ;I

I always knew that wou'd he the one to bhring secure
messaging into mwy otherwise insecure life. How can I ewver
repay wyou?

[

3. The very first time you send a secure message, you will receive an email
response from SAFEmail that provides your system account name and password
(this document explains later how to change the password). You can use this
information to log on to SAFEmail at a later time and check for the delivery status
of your secure message.


mailto:lastname.firstname@tchden.org
mailto:user@uchsc.edu

Here is an example of the response:

/2 New Tumbleweed IME Account Notification - Microsoft Internet E

=10l x|

J File Edit iew Favorites Tools  Help |
JNnrton Ankivirus E -

|20 | @[99 o0 (&5 | X [« * |2

e
Close |—

From: adtnitu@thechildrenshospital org [SMTP admin@the childrenshospital org]
To: Hein, Trent

Ce:

Subject: HNew Tumbleweed IME Account Notification

Semnt: Iportance: Mormal

Your message (desctibed below) has been reditected to Tumbleweed IME for secure delivery based on
corporate policy.

In order to deliver this message securely, we needed to create the following Tumbleweed IME account for yow

Account Hame: hein trent@tchden org
Password: MumnaFpd

You may login to your Tumbleweed IME account at the following Web address:
httpsdftumbleweed thechildrenshospital orgl. Vou can use this account to track the status (described below) of

this meszage as well as send secure messages through Tumbleweeed IME in the future. Onece logged in, wou
will be able to change vour password listed above.

|@ Done

g K

[ [& | mternet

Recipient Considerations:

With the large amount of “SPAM” that many users receive, it is possible they will
mistake your initial secure message as unwanted email. Therefore, we suggest you

clearly identify your secure message within its subject line. For example, you could
use the following subject:

Subject: Secure Message from YOUR NAME at The Children’s Hospital

Recipients will have to create a password in order to open secure messages from

TCH. All messages are set to expire after 10 days unless you individually specify a
different date.

Check Delivery Status of Your Secure Message

1. Go to https://ime.thechildrenshospital.org.



https://ime.thechildrenshospital.org/

2. Refer to your email response that you received from SAFEmail, which provided
your system account name and password.

3. In the Account Name or Email Address box, type your account name.
4. In the Account Password box, type your password.
5. Click CEERD

Here is an example of the log in web page:

he Children's Hospital, Denver - Secure Messaging Account Login - Mi - |EI|5|
| File Edit Wiew Faworites Tools  Help Bend |
Address I’cj hitps: fjime.thechildrenshospital.org j PG

Secure Messaging Account Login Help B

% Log Into My Secure TCH Email Message Account

& Secure Account Hame or Email Addreﬁ:|hein.trent@tchden.org|
Account Password:
3% o
The LI:I!:j In
Children's Hospital

Bookmatl: this page to use highest

6. On the navigation menu of the web page, click m to view the status of your
secure message(s) you sent.

Here is an example of the outbox web page:



/3 The Children's Hospital - Outbox - Microsoft Internet Explorer =10

3’. Outbox Help
1 Message 1-1

. Priority Message = To Tracking Sent = Exzpires = Files ize
nbox
& Outhox
[} Maormal trent@atrust.com 061172003 1 1KB
Find Message
Hew Message 1 Message 1-1

Folders

Address Book

(Selecta Folder) =

Account Info

Preferences Total Btorage Allocation: 512000 KBytes  Available Storage: 512000 KBytes

Logout :>I4 S Dutbox List to File...

The
Children's Hospital

|Ei|e Edt \Wiew Favarites Tools Help aendl ‘
Address I@ https: ffime. thechildrenshospital orgfime?s=actt=TW_TxnaccDeliveryFolderiew. bplai=12102534688k=05HU01 4AHZ&afi=161 @GO

Change Your Password

Go to https://ime.thechildrenshospital.org to log on to SAFEmail.

On the navigation menu of the web page, click .

In the Current Password box, type your password.

In the New Password and Confirm New Password boxes, type your new
password.

In the Password Hint Phrase box, type a phrase that will help remind you what

password you chose in the event you forget it.

Click Lpdate

Here is an example of the account information web page:



https://ime.thechildrenshospital.org/

3 The Children’s Hospital - Individual Account Information - Microso o [ P
J File Edit \iew Faworites Tools Help ﬁ
J GmBack v = - @ ot | @Search [Fe] Favorites @History ||%. =8 > JLinks &1 WebEvent
JNDrtDn Ankivirus E - |Jﬁgdress I@ https:,|',|'ime.thechildrenshospital.org,l'ime?s=ac&J:=TW_Txn.°.ccncc0untInF0.tpl&j=3?3§j @’GD
o),

'L’r

Individual Account Information Help &=

Account Inform ation

Account: hein trent@tchden. org

Inhox Created: 05/29/2003
Outbox Last Accessed: 06052003
Find Message : Standard

Deliveries in Current Month: 0
New Message

Folders
Address Book Account Halder
& Account Info Name: hein trent Email Address: hein trent@tchden.org
Preferences Conpany: City:
Logout Sireet Address: State (US only):
) Suite/Floor: ZIP or Postal Code:
The Couniry (if not US):

Children's Hospital

Change Fasamord

Current Password: I —
7% New Password: I

Confirm New Password: I

Password Hint Phrase: I

The account passward requires a minimum of G charactens) with at least
0 digit(z) and at least & alphabetical charactens).

|&] Done . |_|E,_|Q Internet

N | K

A user guide similar to this one has been created for (external) secure message
recipients. Please familiarize yourself with this guide and share it with external parties
that you will be receiving your secure messages.

If you have difficulty using SAFEmail, please contact Technical Support at 720-777-4357.
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