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KHPA Tumbleweed Tips

KANSAS HEALTH POLICY AUTHORITY

Getting Started

If you have yet to set up a Tumbleweed account, this is the message box you will
receive in your regular e-mail box after being sent an encrypted e-mail from KHPA staff
through the Tumbleweed system. When you open the e-mail, you must first click the
“VIEW MESSAGE! button.

=" TUMBLEWEED

COMMUNICATIONS

Secure Message Delivery

FROM: Zeller, Larry [KHPA]
SUBJECT: testing mark secure button

VIEW MESSAGE

Mote: This message will be available online until 09/10/200&, You will be asked to provide a
pazsword in order to access the message.

The following setup window will appear. Fill in the information and click on “Continue.”
Be sure to follow the minimum requirements for the password you create.

<2 Secure Mailbox - Complete Account Information - Microsoft Internet Explorer provided by The St... |Z||E|rz|
f 4:

File Edit Wiew Favorites Todls  Help

\_/‘- \_) \ﬂ @ __h /.._\J Search “i:(Favorites e} <] ~ :_5 —= _J ﬁ ‘3

Address |@ https:fitw.mail khpa. ks, gov/messengerfdefitw_purl/ProcessserPurl do?x=d-76-o0kIvBGES V| Go Links **

L

TUMBLEWEED -
<D COMMUNICATIONS
Secure Mailbox

COMPLETE ACCOUNT INFORMATION

To ensure security, the sender of this message requires all recipients to have a validated Meszenger account,
Flease cormplete thiz one-time account setup to receive vour mMmessage.

First Name:||

|
Last Name:| |
|

* News Password:|

Paszword requires a minimum

¥ (=i NE!."| || of @ character(s) with at least
i 1 digit{s) and atleast 1

Password Hint Phrase:l | alphabetical character(s).

£

Coowright 1997-2005 Tumbleweed Communications Coro, All Riahtz Rezerved

@_1 Done é 0 Inkernet

Once the system accepts your information, your Tumbleweed Account will be created,
and the e-mail message will display. You may reply to the message, and it will be
delivered to the sender securely.
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If you have already received and opened an encrypted e-mail message from a KHPA
employee, you have probably already set up your personal Tumbleweed account. If this

is the case, when you open the next encrypted message from KHPA, you will only be
requested to key in your password (see below).

2 Secure Mailbox - Sign in - Microsoft Internet Explorer provided by EDS COE

File Edit ‘iew Favorites Tools  Help

QBak - e & 0 P search v Favorkes £ [ R-A-RELD I

Address |@ https: /it mail. khpa. ks, govfmessenger/def fow_purlfProcessUserPurl do?x=d-1606-wwsBkngl 4 | Go

Links >
<= TUMBLEWEED
COMMUNICATIONS
Secure Mailbox 2 HELP

SIGM IM

Enter your password to sign in.
If you need help remembering your password, click here to have a hint emailed to you,

Password: “ |

Copyright 1997-2005 Turnbleweed Communications Corp, &ll Rights Reserved

@ Drone é ' Inkernet
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Accessing Your New Tumbleweed Account

Now that you have created your own, personal Tumbleweed account, you will be able to
send encrypted messages to State staff and know that the information in that e-mail is
safe. The next time you need to send an e-mail message, containing PHI to State staff,
go to the following internet address and log in to Tumbleweed:
https://tw.mail.khpa.ks.gov/messenger . Notice that it stajts with https: and not http: -
(the “s” means it is a secured site). It would be a good idea to save this link in your
Favorites. Just click on the Favorites drop-down menu item the next time you open
Tumbleweed and select “Add to Favorites.”

v
The next time you need Tumbleweed, just click on “Favaorites” and your Tumbleweed
account will be listed as a selection. The SIGN IN window will display.

A Secure Mailbox - Sign in - Microsoft Internet Explorer. provided by EDS COE |Z||E|E|
Ele Fdit  Wisue, Favorl Tools  Help Gm-
) Back - @ 0| P search St Favartes | @ (1 & L & g 3
Address |féj hitps: {{tw,mail. khpa ks, govimessengerfiw_nonefLogin, do "| G0 Links ? @~

TUMBLEWEED
COMMUNICATIONS

Secure Mailbox 2 HELP

SIGHM IM

Enter your email address and password to sign in.
If vou need help rermmembering your password, click here to get a hint

Email A.ddress:l |

Password: | |

Copyright 1997-2005 Tumbleweed Communications Corp. All Rights Reserved

&) Dane S & Internet

On the Sign In window above, key in your regular e-mail address and press TAB. Key in
the password you created when you first opened your account.

NOTE: Inactivity for 60 calendar days and your Tumbleweed account will be
automatically deleted. Following is a screen shot of the message that will be displayed
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when you attempt to log in. If this occurs, contact the KHPA employee you are working
with, and ask them to send you a message thru Tumbleweed so you can create a new
account.

(= Secure Mailbox - Sign in - Microsoft Internet Explorer provided by The State of Kansas

6:}' | 2] hitps: fitw.mail.khpa. ks. govfmessenger ftw_nane/LoginFailure da v| B || #2)[x] |coome

File Edit ‘View Favaorites Tools  Help

- . »
& ‘gSacura Ml - Sian in I | fa - B - = - [=heage v £ Tools +

<=, TUMBLEWEED

COMMUNICATIONS

Secure Mailbox

SIGN In

Unable to Complete Request

Problem:  User Authentication Failure

Description:  Plasse maks sure you are entering your email address and password corractly.

Enter your email address and passvord to sign in.
If you need help remembering your passveord, click here to gat a hint.

Email Address:| |

Password:| |

Copyright 1997-2007 Tumblewsed Communica tions Corp, All Rights Reserved

& Internet

4 start CFBE G 1 1nbox - Mic

/= Secure Maibox - Sian.
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Check for New Messages

Click on “Inbox” under the Messages block at the left of the window to view any

incoming messages. You can delete the message from this window by clicking on the

box to make it a checkmark and then clicking on “Delete Checked”. All unopened or

unchecked e-m
days.

2} Secure Mailbox - Inbox - Microsoft Internet Explorer provided by EDS COE

Is stored in the account are deleted automatically after 60 calendar

File Edit Wiew Favorites | Tools Help e.'n-
@eack =~ ) - [ @0 P search < Favorites 8 & A B o §
Address @ https:,l’,l’tw.mail.kh‘:a.ks.gov,l’messenger,l’def,itw_user,l’MenuSeIectyé?cmd=ViewFolder&id=468 V| Go Links ** @ -
COMMUNIGATIONS
Secure Mailbox 51GN OUT 2 HELP
MESSAGES 1-1af1 w
—p # Inbox
Sent Ttems FROM ¥ SUBIES ~ SENT ¥ EXPIRES ¥ SIZE
5 h | Gebhards,
sard W 9 Louann Turfblewsed test 08/29/2006 60 Days 3.2 KB
Compose [KHPA]
MY FOLDERS |De|ete Check‘l |Mo\re to Folder ... v| |Moue|
Manage Faolders
ACCOUNT INFO
Preferences
Change Passwaord
Copyright 1997-2005 Tumbleweed Communications Corp, All Rights Reserved
&] S @ mtermnet

Create a new message by selecting “Compose” under the Messages box. Sign Out
using the “SIGN OUT” selection at the top right corner next to “HELP.”

HELP

If you have any questions regarding your Tumbleweed account, please call the

Customer Support Helpdesk - 785-296-4040.

Tell them you use Tumbleweed Communications to send encrypted messages to KHPA

staff and have a question regarding your account.
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