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Helpdesk
If you encounter any problems with your NPO-HIEDirect Webmail account, please contact the
Helpdesk:

Phone: (231) 421-8505 Mon-Fri 8am-5pm ET

Email options:
* From your standard work email: Ehxsupport@npoinc.org

*  From your secure HPO-HIEDirect mailbox: helpdesk@npo.npo-hie.org

NOTE: if you are having a problem with your password, please contact your Organization’s
HPO-HIEDirect Administrator, they would be able to change your password.

Navigating to NPO-HIEDirect Webmail

Using your available web browser, open a browser window and enter the following URL:

https://mail.npo-hie.org/

Upon entering this URL you will be automatically directed to the NPO-HIEDirect Webmail
login page. See Figure 1 below.

Welcewes 0 FFG-HLE HrectMall 2.0

Figure 1: Login Screen

Logging in to NPO-HIEDirect Webmail
When the browser returns the NPO-HIEDirect Webmail login page, you may enter your login
credentials. You should have been provided with a Username and Password.

Enter your credentials into their respective fields, and select Login.
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1. Enter Login Credentials

‘Welcome kx MRO-HIE DirecbHadl w30

» [mebzsaan62gp]npo-ree org <:|
Login .
<_I 2. Select Login

Figure 2: Logging in to NPO-HIEDirect Webmail

Initial Login

Direct Security Acknowledgment
Upon successful login you will see the Direct Security Acknowledgment screen, as shown in
Figure 3 below. This is only displayed on your first entry to the site.

Please read the Acknowledgment and select Agree.

Direct Security Acknowledgment

[ acknowledge that my use of this system will be in accordance with all
applicable laws protecting the confidentiality and security of patient
information and [ understand that this system is to be used for non-urgent,
non-life threatening communications, I acknowledae my responsibility as
applicable for maintaining patient medical records in accordance with
applicable laws, and shall not rely upon this system for meeting my
ohligations under any such laws,

| Agree |

Figure 3: Direct Security Acknowledgment

Changing your Temporary Password

After accepting the Terms and Conditions you will be prompted to change your temporary
password. This is only displayed on your first entry to the site. Your new password must be a
minimum of 7 characters in length and include at least one number & one special character.
Enter your new password, confirm the new password, and select Save.
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Change your password

New Password |

Confirm New Password |

Figure 4: Change Temporary Password Screen

Updating Contact Information
After changing your temporary password you will be prompted to update your contact
information. This information will be used to populate the Direct directory.

Please add your contact information as requested, and select Save.

Contact information

First name |Melissa |

Last name |[weldon |

Healthcare role | Social Worker v |

Figure 5: Updating Contact Information

NPO-HIEDirect Webmail Dashboard
Upon successful login you will be directed to the NPO-HIEDirect Webmail dashboard, shown in
Figure 6 below.
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Figure 6: NPO-HIEDirect Webmail Dashboard

Read Messages

To read your messages, click on the Inbox folder. You will then see all messages available in
your Inbox. Select the message you would like to view. The content of the message is displayed
in the Viewing Pane, as shown in Figure 7 below.

1. Click on Inbox Ml [ remeed @ [ _g,.
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o kel - 3. Read Message

Figure 7: Read Messages
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Create a New Message
To compose a new message click on the Create a New Message button in the Mailbox toolbar, as
shown in Figure 8 below.

0y i Acdraee o (@ rule [ setings (0 Lognt
= Fl2-0 B o Akt (21 v &
i 0 =1 1. Click the Create New e i L3 2
Message button
Feh) MR &I T e ; TR T

Figure 8: Create a New Message

After clicking the Create New Message button you will see the following screen:

New buttons are available
in the Mailbox Toolbar

[£ HPG-HED = E B8
8 i » :
e [ - -
= {8
R Frum mekzaad0 6@ i npo-eorg v | Edl demities |
ks Click this button to
g [ R S RS return to vour Inbox
BTy  EEANEE B W i | A %P rontfandy (= Paiam
. ECE B N RELE B |
+ Suimind e Cancal §ddiny byges | HTHL .

Figure 9: New Message Screen
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You will notice that the Menu Toolbar is still available. You may select the “Mail” button to
return to your Inbox.

The “From” field displays the Direct mail address that will be used when sending the message.
The “To” field displays the Direct mail address for the message recipient.

The “Subject” field displays the subject matter of the message.

The Message pane below the Subject field contains the message content.

The Attachments pane, on the far left, displays all files that will be sent with the message.

All of these fields are complete in Figure 10 below.
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Figure 10: Elements of Compose New Message Screen

Attach a File

To add an attachment to a message, click the paper clip icon in the Mailbox Toolbar. Navigate to
the documents you would like to include with your message, select the appropriate documents,
and click Open.

When you add attachments to a message, all attachments are listed in the Attachments pane. If
you click the red icon to the left of the attachment, that attachment will be removed from the list
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and will not be sent to the recipient. To add another attachment, simply click the paper clip icon
in the Mailbox toolbar.
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Figure 11: Adding Attachments

Instructions for Searching for a Contact while Composing a Message can be found in the section titled
Search.

Address Book
The Address Book contains information about your contacts; allows you to add, delete or edit
contacts; as well as import or export contact lists.

To navigate to the Address Book, click the Address Book button in the Menu toolbar in the
upper right corner of your screen, as shown in Figure 12 below.
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Figure 12: Address Book Button

When you click on the Address Book button, you will see the screen shown in Figure 13 below.

[
=]
&

=] tap L S &
Groups Contscts

o1, o Beves

B rFo-niz Direct

I8 sutcmasticaily Colaced

Figure 13: Address Book Screen

Groups
The Groups pane allows you to differentiate between different contact groups in your Address
Book. By default, the following groups are listed:

e Personal Addresses
*  NPO-HIEDirect Addresses
* Automatically Collected Addresses
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Personal Addresses consists of addresses that may be in network or out of network. You may
make changes to these addresses. These can be imported from your current address books.

NPO-HIEDirect Addresses consists of all Direct addresses in a format similar to what you would
see in a phone book. There may be multiple Direct Address groups such as a statewide group,
NwHIN, etc. These cannot be changed by the user. This is a sample of what a Provider Directory
would look like, it is not currently available in the “live” server version. Currently the only
address book folders that are shown are the ‘Personal’ & ‘Automatically Collected’ ones.

Automatically Collected Addresses consists of addresses that are not currently contained in
either of the other groups, but have been used.

Contacts

The Contacts pane displays the contacts for the selected group. To view the contacts for a group,
click on the group name in the Groups pane. The system will automatically return all contacts in
that group. See below.

e Weomcon @ (o @

<: 1. Selecta

contact group

2. System returns all
contacts for that group

Figure 14: Contacts

Contact Properties

Once the system has returned the contact list for the selected group, you may then select a
contact from the list. Once you select a contact the system will display the details for that
contact, as shown below.
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Figure 15: Contact Properties

Add a Contact
To add a contact, select the group to which the contact will be added. Then click the Add Contact

button.
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Figure 16: Add Contact Button

After clicking the Add Contact button the Add New Contact screen will be displayed.
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Figure 17: Add New Contact Screen

Using the dropdown box, select the Address Book/Contact Group to which the contact should be
added, if different than the one displayed.

Enter the contact first and last name.

If additional fields are required, select the Add Field drop down box, as shown below.

1. Select a different address

book, if necessary
ay 3 N
Al e COnNERC
L 2. Add first and
W Axmtat Eolon! [Ginna [Bauman | last
o i ast name
Add Tiedd... v Asd
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Home L | '_ "]
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Figure 18: Adding Fields to New Contact
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To add email address, phone number and mailing address, you may first use the drop down box
to specify if the information is to be associated with Work, Home or Other.

Add the necessary contact information.

In the event you need to delete any of these contact details, you may click the red icon beside the
appropriate field, as shown below.

You may select the Add Field drop down box to add additional fields for Phone, Email, Address,
Website, or IM.

When you have finished entering information, select Save.

If you decide not to save the contact information, select Cancel. If you select Cancel the
information will not be added to your Address Book.

Delete a Contact
To delete a contact, navigate to the appropriate contact name. Select contact name and click the
Delete Selected Contact button.

1. Select the Delete Selected Contact button

ig ; @ ALY 5 LY

Vet Lesdacis Edit contac
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2. Select the contact

Propatkes | Parsonal infamation

Corcad Save

Figure 20: Delete a Contact

After selecting the Delete Selected Contact button, the system will ask you to confirm this
request.

You may select Cancel to return to the Contact screen, or select OK to delete the contact. Once
the contact is deleted, they cannot be recovered.
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Do you really want to delete selected contact(s)?

oK l [ Cancel

Figure 21: Confirm Request to Delete Contact

Instructions for searching for a Contact in the Address Book can be found in the following section,
titled Search.

Search

Search for a Contact while Composing a Message

To search for a contact in the Compose Message screen, click the Address Book icon in the
Mailbox Toolbar. Enter the criteria in the search field, select the appropriate user, and select if
the user should be added to the Bee, Ce, or To field.

The system will return the addresses based on the Display Name and any portion of the Direct
Email Address. If you know the organization’s Subdomain (i.e. 'NPQO' for Northern Physicians
Organization) the system will return all those users for the subdomain npo-hie.inpriva.net.
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3. Select appropriate field
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Figure 22: Search for Contact in Compose Message Screen

Search for a Contact in the Address Book

To search for a contact, click the Address Book button in the Menu toolbar. Click the magnifying
glass icon in the search bar. The screen will display the following options: Display Name, First
Name, Last Name, Email, and All Fields. We recommend selecting All Fields for your search.

Enter full or partial name or email, and click Enter.
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Figure 23: Search for a Contact
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1. Select Address
Book

3. Enter Search
Criteria

The system will return a list of users that match the search criteria. Select the appropriate user
and the system will return details for the selected contact.
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Figure 24: Contact Details

Change your Password

2]
[

It is a good practice to change your password at least every three (3) months. To do so, click the
Settings button in the Menu toolbar.

Select the Password tab.

The system will display the Change Password screen, as shown in Figure 22 below.
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Figure 25: Change Password Screen

Your new password must be a minimum of 7 characters in length and include at least one
number & one special character. Enter your current password, new password, and confirm the
new password. Select Save.

Update Notification Emails
To receive notification in a non-Direct email account that you have received a message in your
NPO-HIEDirect account, click the Settings button in the Menu toolbar.

Select the Notifications tab.

Enter up to twenty (20) email addresses that you would like to receive notification emails. Click
Add.

1. Select Settings

Rutton ! !

G5 s [ et o (e
Praferanca ldanimes | Paswanrd | e nf Monfications
Aedd i b 5 addrec e o b reotifiad when Diract malk anvas i i 2 Select Notiﬁcations
Mew sddress: Add Tab
i i 3. Enter i i 4. Click Add

Addresses

Figure 26: Change Notification Email Screen

Create a Signature
To create a signature for you NPO-HIEDirect account, click the Settings button in the Menu
toolbar. Select the Identities tab. In the Settings tab, enter your Display Name and click Save.
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3. Select the : :
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address Name

Figure 27: Add Display Name

Now, select the Signature tab. Click the HTML Signature box to enable rich text options such as
hyperlinks, bold, italics, horizontal bar, etc. Add your signature and click Save.
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Figure 28: Create your Signature

Spellcheck Preferences

To set Spellcheck options, click the Settings button in the Menu toolbar. Select the Preferences
tab, and select Composing Messages. The second option category is Spellcheck options. Here,

you can select if the system should check the spelling before sending a message, ignore words

with symbols, ignore words with numbers, and ignore words with all letters capitalized.

Make your selections, scroll to the bottom of the page, and click Save.
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1. Click Settings

oL | EREE

[IRESTETA - JER

i_l-.:I.Lu.n | .l:o-p-ulnﬂ Hn_u_ﬂue:
Uner Irincimos
Waibas Wiew Eor —
AT b HTML MToiva angas always v
auromancally save draft avary S mrEe(s] v
|t Attachnwrt name=s SRFC 2047/2x31 (M5 Outloak] »
e Liag WIME arcoding Tor &b chalaturs
now siba gy recuet 8 et recept

Always reguest o dalivery status nonfcaton

Placs rapkes in the folder of the messgs besing reciisd o [

Wi raply g

stk Dirtinmid
Cryeck cpaling Dalois sending message. |
Tgrore worde weh symbols

Tgred & wiod di WEN nuinksrs (¥]
Tgrmee worts wih all l=fher s caprtadired

re Cpnnr
Autcmatcaly 20d signaturs

Wi raplving o lorwardmg place signature
W raf fyirg remove ongined Bgnanr from massags o

= Wik
Enatils compose m new wmdoy -
Hdd man boofhiar in comgas windows L
Cnmooae T Window —
Enafile compiss in naw windes L]
Hide man:bosthar in omeeoee windose

SEat Naw Massage above onanal =

4., Select
Spellcheck

preferences

always i
| abva the quite ™

5. Click Save

Figure 29: Spellcheck Options
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