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Instructions for Using Secure Email 
If you would like to send or receive documents related to your case through email, you 
will need to use the Secure Email Portal. The Secure Email Portal is used to protect 
your confidential information. 

The Office of Administrative Hearings must first send you a secure email message. The 
email will include a link to activate your Secure Email Portal account. 

To activate your account: 

1. Open the email and click on the Create your account and read your message 
link.  
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2. A registration page appears with your email address pre-filled (using asterisks for 
privacy). 

3. You will need to create a password that: 

• Is at least 10 characters 
• Contains a lowercase letter 
• Contains an uppercase letter 
• Contains a number, and  
• Contains a special character (! @ # $ % &, etc.) 

 
4. Click the Activate button. 

 
5. You will be redirected to the login page. 

 
6. Enter the password you just created and click the Login button. 
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7. You can now view your message, open any documents that are attached, and 
reply to the message. 
 

8. To open documents, double click on the link next to Attachments. 
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To reply to a message: 

1. Select Reply or Reply All.   
 

 
 

2. The Compose page appears. You can now send a message and attach 
documents.  
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3. Attach documents by clicking Add attachment and selecting the documents that 
you wish to attach.  Attachments must be smaller than 25MB. You may need to 
send multiple messages if you are sending several large documents. 

4.  Click Send and your message is sent securely.  
 

If you have forgotten your password, it can be reset.  
 

To recover your password: 

1. Open a Secure Email Portal message. 
2. Click the Open Message link. The Login page appears. 
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3. Click the Forgot your password? link. The Password Recovery page appears. 

 

4. hEnter your email address and click Next.  

 
 

5. Your request for password reset is confirmed on the page.  
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6. You will receive a new account activation email. Click Reactivate your account. 
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7. Create a new password and click Activate.  

 

You cannot re-use your previous four passwords.  If you try a password that was used 
recently, you will see the following error. Try a new password. 

 

 

 

 

If you need additional assistance please contact the Office of Administrative Hearings at 
(800) 583-8271. 

 

 

 

 

 

 

 

 

 

 

 

 

 


