
Secure email at Sheffield Hallam University 

How do I receive a secure email? 

When a secure email is delivered to your inbox, open it and you will see a message that looks 

like this: 

 

The first step is to follow the instructions - save and open the attachment. If you have not 

received a secure email before, you will be prompted to register with the Cisco Registered 

Envelope Service: 

 

Click on the link and you will see a page where you can register: 

 



Your own email address will be shown at the top. Fill in the fields and choose weather to be 

remembered on the computer or not - if you select this option, you won't have to put your 

password in the next time you receive a secure email. This would not be suitable for PCs to 

which other people may have access. 

Then simply click on 'Register'. 

Once you have registered, you will see a page saying that you need to activate the account. 

Close this window and go back to your inbox. You will receive an email asking you to activate: 

 

Click on the link to activate your account. You will see a message to say that your email address 

has been confirmed. Close the browser window, and open the attachment you saved in the first 

step, 'securedoc.html'. 

You will now see the Cisco Registered Envelope Service log in page: 



 

The sender's email address will be displayed next to 'From'. Make sure your own email address 

is selected in the 'To' drop down box, and enter the password you created when you registered. 

Then click on 'Open'. 

Finally, the secure email will be displayed. 

 

How do I reply to a secure email? 

When you have received and opened a secure email, and want to reply securely, it is very 

important that you click on the 'Reply' button within the secure email itself: 

 

This will open a page where you can type in your message, and if necessary click on 

'Attachments' and choose files to attach. When you are finished, simply click on 'Send'. You will 

then see a confirmation page. 


