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SureClose — Secure Messages

Secure Messages

To send private information or confidential documents, use the
following options:
+ Corporafions can ensure all documents distributed ina
message are secure.
* Users can send secure messages.
* LUsers can ensure all documents disfributed in a message
are sacure.
Prerequisites
To send a secure message, the following criteria must be met:
= Al recipients must have login access to SureClose.
= Al recipients must have Allow Login selected on the
Permissions tab.
= Al recipients must on the file or an existing contact.

You can secure messages and documents when:

Sending a New message.

Replying to a message.

Forwarding a message.

Me=ssaging a party on a file.

Distributing a document.

Sending a Document Motify (Manual nofify only).

Recipient Requirements

When sending secure messages or secure documents, all
recipients must have login access to SureClese. In additicn, all
recipients must have Allow Login selected on the Permissions

If & secure message (or document Aypenink) is sent to one
recipient and that recipient does not hawve login rights, an
Informafion Message will display and the message will not be sent.

If & secure message (or document fypenink) is sent to multiple
recipients and at least one does not have login rights, an
Information Message will display listing which recipients do not
hawe login rights.
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1. Click OK to send the secure message to all recipients that
hawve login access. Recipients that do not have login
access will not receive the message.

2. Click Cancel and the message will not be sent. The

sender can edit the recipient's login permissions; recreats
the message, and the resend.

Set Corporate Defaults

Corporafions concemed about exposing sensifive information have
the option of setting a default to ensure that all outgeing documents
are secure. Selecting this option converts all message attachments
to hyperinks and forces the message recipient to log into
SureClose to view the attachment (hypenink).
S1eps

1.  ©On the navigation pane, click Admin.

2. Under Corporate Tools, click Setfings and Defaults.

3. Under Distribute File Documents Default Setting, select
Send Hyperlink to Access Secure Documents.
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4. When finished, click Save.

Hote: When selected, Send hyperlink to access documents
iz checked and disabled and NOTE: Required by Corporafion
displays for users of that corporation when sending a
message.
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Send Secure Messages

When sending a message, you ¢an eNsUre your message is secure
by selecting Send secure message. When selected, the following
OLCUrs:

* The Send hyperlink to access document option defaults
to checked and becomes disabled 2o that all attachments
are sent as hypeninks.

* The secure message content is replaced with a generic
message that informs the recipient a secure message has
been sent and includes a link to the SureClose login page.

* The recipient must log into SursClose to view the secure
message.

Steps

1. Prepare the message you want to send as you would any

other message.

© 2015 Stewart. All rights reserved. | (800) STEWART | stewart.com | SISCO-1514-154-23 | 10/15



Stewarf QUiCkgaerfgrence

Real partners. Real possibilities.™

SureClose — Secure Messages

2. Select the Send secure message check box.
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3. Type the content of your message. Receipt of a Document Hyperlink

4. When finished, click Send. When cnly Send hyperlink to access documents is selected, the
. message content is not secure. A default message providing a
RECE[pt of a Secure MESS&QE hyperiink to your SureClose login page is added. You must log into
SureCl to view all d nts.
When a secure message is received, the body of the message is i s 'ﬂew Sl
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SureClese login page where the secure message can be reviewed.
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sy s g T —— View Secure Messages in SureClose
After you log into SureClose, the secure message displays and is
i dencted by a Lock icon. Select the secure message you want to
Send H}rperllnk to Access Documents e b e :
A NI U IESE N e Ea0s SO EREENS U T Use the Filter By option to fiter the types of messages that display:

document is secure by selecting Send hyperlink to access
documents. When selected, all attachments are converted to
hyperinks and the recipient must log into SureClose to view the Mote: If you do not have access to Messages, a Secure
documnent. Messages sub-tab displays. Use this option to view and
access secure messages and documents.

All, Regular, or Secure.

Sreps
1. Initiate the message and attach the document.

2. Select the Send hyperlink to access documents check
.
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3. Type the content of your message.
4. When finished, click Send.

Mote: When sending a sscure message or document hyper Hote: For stephy-step instucions, refer to SureClose
link, external recipients cannot be included and External Email Advantage Help and search for the topic labeled, Sending and
Addresses becomes disabled. Receiving Secure Messages and Secure Documents.
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