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To ensure the security of confidential information, Ohio Shared Services (OSS), a division of the Ohio 
Office of Budget Management, adheres to the state’s guidelines.  This extends to communications with 
our agency partners and customers.  
 
OSS utilizes a tool that allows us to protect confidential information in our email communications. This 
tool, available through ZixCorp's services, allows us to send encrypted email messages.  Email recipients 
go through a few simple steps to access messages and can also respond securely to email messages, free 
of charge. 
 
In the event that you receive a secure email from OSS, here are the instructions for use: 
 

1. You will receive a message similar to this. 
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2. Click on the “To view the secure message” link in the email message above to go to a secure 

web page.  
 

a. If you are a first time Zixmail user, you will need to register on the site.   
b. Enter your email address and a password. Please note:  the Password Rules section 

below for guidance.   
c. Once this is completed, a separate email will be sent to confirm via a link. 
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3.  Log into the site. 

 

 
 
 

4. Once logged in, you will be provided a list of messages to view. Click on the subject to open the 
message. 
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5. The next page displays the message and any attachments that were provided. Click on an 
attachment to view. If you wish to reply or forward securely, click on the applicable icon e.g., 
“Reply”.  

 

6. The message and attachment will expire in 30 days. After expiration, it will be deleted from the 
Zixmail site. 

 
For questions, please contact Ohio Shared Services at 1.877.644.6771 for more information. 

 


