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STEP 1:  Open your mailbox and select the confidential email from the CBAS Branch.  (Note: The example given below is for GMAIL users) 
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STEP 2: Click on the "Download" link below as indicated. Do not click on the "reply" button here, as it will result in you sending your 
confidential report in an insecure manner, and is considered a HIPAA rule violation. 
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STEP 3: Open the downloaded secure message by clicking on the button below as indicated. For some users, it may be necessary to 
download and save this message on your computer. 
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STEP 4:  Select the "Use a one-time passcode" option as indicated below. 

 



  

Confidential PCR Secure Email Access Guidance                                  Page 5 of 12                                                                                                    June 2015 

STEP 5: You should see the screen below.  Go to your inbox to obtain the temporary passcode.  

 

 

INBOX TAB 
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STEP 6: Open the new message that contains the one-time passcode. 
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STEP 7:  Copy the one-time passcode as shown below. 
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STEP 8:  Enter the passcode from the previous page in the "Passcode" box of this screen. 
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STEP 9: You have now accessed the secure email.  Click on "Reply" to attach your completed PCR in an Excel Format to this secure email. 
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STEP 10: Select the "Attachments" button in the "Insert" field in order to attach the PCR saved on your computer. 
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STEP 11:  Select the appopriate PCR file from your computer and attach it to the email. 

 



  

Confidential PCR Secure Email Access Guidance                                  Page 12 of 12                                                                                                    June 2015 

STEP 12: Submit your PCR. Make sure there is an Excel file attached to the email prior to clicking on the "Send" button.   

 


