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¥

STEP 1: Open your mailbox and select the confidential email from the CBAS Branch.

COMMUNITY-BASED

CBAS

ADULT SERVICES

(Note: The example given below is for GMAIL users)

6 Campaign Builder - Finish % f M Inbox (1) - chascda@gmz %

Adult Day Health Care (AL x W&

€& - C | httpsy//mail.google.com/mail/?pli=1#inbox

Google

Gmail ~ -

-

essage from CBASC & 1:43 pm

(] More ~

I Inbox (1)

Starred CBAS@CDA Confidential Participant Characteristics Report: CBAS ADHC, June 2015 Submission - You've received an encrypted

arre:

Sent Mail

Drafts

Mare - —

Account Created sl Learn how to use Gmail D Get Gmail for mobile
10%

Something'’s not right. .
g 4 Import contacts and mail

Choose a theme @

Setup progress
We're having trouble
connecting to Google.
We'll keep trying...

This may be caused by
network or proxy issues
Learn more.

0GB (0%) of 156 GB used
Manage

("

Terms - Privacy

Change profile image
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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.

G Campaign Builder - Finish- % ¥ M Confidential Participant ¢ x Adult Day Health Care (AL x
€« > C https://mail.google.com/mail/?pli=1#inbox/14d971d8d78d50c5 @ =

Go gle “ fif  cbascda@gmail.com -

Gmail ~ “ a (] ] - % - More ~ 1of1 < > fo 22

Confidential Participant Characteristics Report: CBAS ADHC, June 2015 Submission oo & B CBAS@CDA
chascda@aging.ca.gov

I Inbox CBAS@CDA <CBASCDA®aging.ca.gov> @ 1:43 PM (5 minutes ago) - |- .

Starred tome (= Show getalls

Sent Mail You've received an encrypted message from CBASCDA®@aging.ca.gov

Drafts

To view your message
More~ Save and open the attachment (message.html), and follow the instructions.
Sign in using the following email address: chascda@gmail.com

Something's not right
This email message and its attachments are for the sole use of the intended recipient or recipients and may contain

confidential information. If you have received this email in error, please notify the sender and delete this message.
We're having trouble

connecting to Google.
We'll keep trying..

This may be caused by

network or proxy issuss. o Message encryption by Microsoft Office 365

Learn more.
B message.ntml
120 KB
s
Download '
- Click here 1o Re[§ orward
0GB (0%) of 15 GB used Terms - Privacy
Manage
-
- 94
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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.

@ Campaign Builder - Finish x

M Confidential Participant C X Adult Day Health Care (A % § %

[

- C' | 8 https://mail.google.com/mail/?pli=1#inbox/14d971d8d78d50c5

@

8

Google

Gmail ~

COMPOSE

Inbox
Starred
Sent Mail
Drafts

More =

Something's not right

We're having trouble
connecting to Google.
We'l keep trying...

This may be caused by
network or proxy issues.
Learn more.

2 9 4

message.html

To view your message

‘ = More

Save and open the attachment (message.html), and follow the instructions.
Sign in using the following email address: chascda@gmail.com

This email message and its attachments are for the sole use of the intended recipient or recipients and may contain
confidential information. If you have received this email in error, please notify the sender and delete this message.

(] Message encryption by Microsoft Office 365

B message.html '

- Click here to Reply or Forward

0GB (0%) of 15 GB used
Manage

Terms - Privacy

Page 3 of 12

chascda@gmail.com ~

<> -

CBAS@CDA
chascda@aging.ca.gov

Show details

¥ Show all downloads.. *
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STEP 4: Select the "Use a one-time passcode” option as indicated below.

& Campaign Builder - Finish % 1 M Confidential Participant C % | [ Encrypted Message x Adult Day Health Care (A0 x % ¥

= > ¢ [DA

COMMUNITY-BASED

CBAS

ADULT SERVICES

Encrypted Message

Encrypted message

From

CBASCDA@aging.ca.gov

To
chascda@gmail.com

To view the message, sign in with a Microsoft account, your work or school account, or use a one-time
passcode,

@ Sign in

@ Use a one-time passcode «

@ Message encryption by Microsoft Office 365
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STEP 5: You should see the screen below. Go to your inbox to obtain the temporary passcode.

e Campaign Builder - Finish % V1 ™ Confidential Participant C' %

€& - C @ httpsy//outloo

[ Encrypted Message Adult Day Health Care (AL x % Y

65.com/Encryption/OTPSigninPage.aspx?itemID=E4E_M_d76faf02-bf7e-408a-b0ba-6e8d0eb8edd9& OTPMessageld=467f4a04-47b5-42bc-9e67-b0500b1507 =

Encrypted Message

INBOX TAB

We sent a passcode to chascda@gmail.com.

Please check your email, enter the passcode that corresponds with the
reference code, and click continue. The passcode will expire in 15 minutes.

Reference code: 2078

Passcode |
O This is a private computer. Keep me signed in for 12 hours.

@ CONTINUE

Didn't receive the passcode? Click here to get another one.

a Message Encryption by Microsoft Office 365
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STEP 6: Open the new message that contains the one-time passcode.

— AR T )
6 Campaign Builder - Finish x ),/ M Inbox (1) - chascda@gma X D Encrypted Message x Adult Day Health Care (Al x \ \

€& - C' [ https//mail.google.com/mail/7pli=1#inbox

® =
GO 816 n i35 cbascda@gmail.com
Gmail ~ - C More ~ 1-20f2 ¢ > o 2
rimary =2 Social % Promotions +
I Inbox (1)
Starred Microsoft Office 365 Mes. Your one-time passcode to view the message - Here is the passcode you requested to view your enc Sage. It matches reference codi 1:56 pm
arre:
Sent Mail CBAS@CDA Confidential Participant Characteristics Report: CBAS ADHC, June 2015 Submission - You've received an encrypted message from CBASCDA@: & 1:43 pm
Drafts
More +
‘\ X
Account Created Leam how to use Gmail Get Gmail for mobile
Something's not right. 10%
We're having trouble
mnecﬁngﬁ, Google. . Choose a theme @ Import contacts and mail Change profile image
We'll keep trying... Sstup progress

This may be caused by
network or proxy issues.

Learn more.
0GB (0%) of 15 GB used Terms - Privacy
Manage
. .. *
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STEP 7: Copy the one-time passcode as shown below.

6 Campaign Builder - Finish % § M Your one-time passcode © % | [ Encrypted Message

« > C https://mail.google.com/mail/?pli=1#inbox/14d972975d7cd136 @
GO 816 n 855  chascda@gmail.com ~
Gmail - “ (1] (] - - More = 10f2 R fo B8
Your one-time passcode to view the message ibox =« =

I Inbox Microsoft Office 365 Message Encryption <MicrosoftOffice365@messaging. microsoft.com:> 1:56 PM (5 minutes ago) - -
Starred to me [+
Sent Mail

Here is the passcode you requested to view your encrypted message. It
Drafts
More = maTChES I’efel’er]fp (‘ﬁdﬁ (/2

Passcode: lIER[PE]

This passcode will
to view your messz

pe this passcode in the webpage where you re ted it from

Search Google for 80556123

We're Print.. Ctrl+P
conn
we'll
Inspect element Ctrl+5Shift+1
This may - Click here to Reply ot
network or pro?¥e
Learn more.
0GB (0%) of 15 GB used ==TErms - Privacy
Manage
a 9 4
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STEP 8: Enter the passcode from the previous page in the "Passcode" box of this screen.

e Campaign Builder - Finish %

COMMUNITY-BASED

CBAS

ADULT SERVICES

M Vour one-time passcade t % ¥ [ Encrypted Message Adult Day Health Care (AL x W&

€ - C | @ https://outlook.office365.com/Encryption/OTPSigninPage.aspx?itemID=E4E_M_d76f9f02-bf7e-408a-b0ba-6e8d0ebdedd98OTPMessageld=467f4a04-47b5-42bc-9e67-b0500b1507

Encrypted Message ?

We sent a passcode to chascda@gmail.com.

Please check your email, enter the passcode that corresponds with the

reference code, and click continue. The passcode will expire in 15 minutes.

Reference code: 2078

Passcode (80556123
O This is a private computer. Keep me signed in for 12 hours.

@ CONTINUE

Didn't receive the passcode? Click here to get another one.

& Message Encryption by Microsoft Office 365
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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.

6 Campaign Builder - Finish % ¥ M Your one-time passcode t % J [ Encrypted Message Adult Day Health Care (AL x & %
€ - C' [ httpsy//outlook.office365.com/Encryption/default.aspx?itemID=E4E_M_d76f9f02-bf7e-408a-b0ba-6e8d0eb8edd? =
Encrypted Message cbascda@gmail.com Sign Out ?

Confidential Participant Characteristics Report: CBAS ADHC, June 2015 Submission
Reply al = Forward see

<CBASCDA®@aging.ca.gov>

To: cbascda@gmail.com;

® This message has been marked as Confidential.

B 1 attachment 1

=

13 KB Download

Dear CBAS ADHC,
Please attach your confidential PCR to this secure email in an Excel format and send it back to us by July 10, 2015.
Thank you.

Community-Based Adult Services Branch
California Department of Aging

1300 National Drive, Suite 200

Sacramento, CA 95834

916.419.7545

cbascda@aging.ca.gov

EjDescription:
Description:

Description:
TMnnrrimbtine- FTA Buibkhacdlha da scacsalive ADAD lladaiaa

7] Message Encryption by Microsoft Office 365
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STEP 10: Select the "Attachments” button in the "Insert" field in order to attach the PCR saved on your computer.

4%, Campaign Builder - Finish % ¥ ™ Your one-time passcode ¢ % [ [ Encrypted Message x Adult Day Health Care (A0 x % .

€ - C' | @ https://outlook.office365.com/Encryption/default.aspx?itemID=E4E_M_d76f9f02-bf7e-408a-b0ba-6e8d0eb8edd9 =

Encrypted Message cbascda@gmail.com Sign Out ?

B Insert wes

Attachments

Pictures inline

& This message has¥\gen markeoasconmoenuar:

To: H CBAS CDA <CBASCDA@aging.ca.gov> X

Ce: H cbascda@gmail.com

Subject: Re: Confidential Participant Characteristics Report: CBAS ADHC, June 2015 Submission

|
%
I=
/‘h
I
Il
il
*»
x
]

Cadibri ~ |2~ B I U := = = 3E M =

Sent: Wednesday, May 27, 2015 1:43:18 PM
To: chascda@gmail.com
Subject: Confidential Participant Characteristics Report: CBAS ADHC, June 2015 Submission

Dear CBAS ADHC,

Please attach your confidential PCR. to this secure email in an Excel format and send it back to us by July 10, 2015.
Thank you.

Community-Based Adult Services Branch

California Department of Aging

1300 National Drive, Suite 200

Sacramento, CA 95834
916.419.7545

a Message Encryption by Microsoft Office 365
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STEP 11: Select the appopriate PCR file from your computer and attach it to the email.
R sy A e e

= I= | Ay MVIETYE O LENILET T @ " e 7 00 .0 - - P
Formatting ~ as Table =

. o [N i
l l | 2 Clear~  Filter~ Select -

z .} | . v Computer » ADHC (\icdafp0l1) (S:) » Data » CBAS » PCRData » 2014-15 » PCR Sample - Search PCR Sample }J

Organize = Mew folder ==
cbascda@gmail.com

|

Sign Out

o Mame . Date modified Type

@ CDA_CBAS 293 Ptp_Characteristics_Rep... 12/18/2014 1:11 PM  Microsoft Excel W...

~  [anFiles

File name:
[

Open I ’

Please attach your confidential PCR to this secure email in an Excel format and send it back to us by July 10, 2015,

Thank you.

Community-Based Adult Services Branch
California Department of Aging

1300 National Drive, Suite 200

Sacramento, CA 95834

916.419.7545
(7] Message Encryption by Microsoft Office 365
[=] image001jpg - # Show all downloads.., %
June 2015
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STEP 12: Submit your PCR. Make sure there is an Excel file attached to the email prior to clicking on the "Send" button.

6 Campaign Builder - Finish % ¥ M Your one-time passcode t % ¥ [ Encrypted Message Adult Day Health Care (Al x W& ¥

€ - C & httpsy//outlook.office365.com/Encryption/default.aspx?itemID=E4E_M_d76f9f02-bf7e-408a-b0ba-6e8d0eb8edd? =

Enrypen Message cbascda@gmail.com Sign Out ?

essage has been marked as Confidential.

M Discard [ Insert ses

tomatically get an email copy of this message.

To: H CBAS CDA <CBASCDA®@aging.ca.gov> ¥

Cc:M
Subject: Re: Confidential Participant Characxcs Report: CBAS ADHC, June 2015 Submission

CDA_CBAS_293_Ptp_Characteristi.. (54 KB) x

W

=
(=]
Nl
il
Uil
iif
I=
('3
[
Il
hl
”»
X
¥

Calibri [ =

Sent: Wednesday, May 27, 2015 1:43:18 PM

To: chascda@gmail.com

Subject: Confidential Participant Characteristics Report: CBAS ADHC, June 2015 Submission

Dear CBAS ADHC

Please attach your confidential PCR to this secure email in an Excel format and send it back to us by July 10, 2015.
Thank you.

Community-Based Adult Services Branch

California Department of Aging

1300 National Drive, Suite 200
Sacramento, CA 95834

a Message Encryption by Microsoft Office 365

| = image00ljpg v| # Show all downloads.. %
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