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Using @Secur email

1. After asuccessful member registration, we will send you a confirmation like the sample below.

@Securemail registration was successfully completed.

GROUP ID . ktkhonsha
MEMBER ID : admin
PASSWORD 1 CzRac9xPz6

You are now ready to use @Securemail.
Y ou can change your MEMBER ID and PASSWORD from your member page.

You can aso add members to your group from your member page.
To log in to your member page please access from the address below.
http://www.a securemail .jp/?eui d=ktkhonsha

Your GROUP ID will be filled in for you by accessing through this address.

Thank you for using @Securemail.

2. By clicking on the address noted on the confirmation mail, you will see the member login page with IDs
aready filled in for you.

CETRER

Membar Login

drap D [eanph (Prpemem

vamter [ [adnin [ro—

Fazpmard  [prrees >
F Faranbsr your przesard an thie conguter  Laim | |

¥ i) For e yoaii pssaand DRl heye— | RaiEmis
Emles oo Group B osd Homber [0 te ahin b osd oliok “Logis”
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3. Clicking the log in button after entering the correct password, you will be transferred to the @Securemail
main menu.

THAE BN RT ERCADE D=k ARTH
T 200 || bt Sewena-zecranainad

@S ecuramail Information

Weiln b Wil x;-e ther sl mith gl taohawniesich & cesmo] sidesses wd kg
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Hanual #ircuremal Manual

Marubar Adninici ralian

4. You can change your password by clicking on the link labeled “Member’s Info”. We recommend you to
change you password periodicaly to ensure maximum security.
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|
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5. When you send an email with attachments using @Securemail, Member ID will be indicated on the
message.
(Ex. This mail was sent to you from Member ID (it@ktk.gr.jp))
It is recommended to set the Member ID to a meaningful text like “Ito ktk Inc.”
You can use text of your choice for your Member ID. (Maximum 20 chars)

6. @Securemail is designed to be used in business scenes so we took careful attention on its security function.
File attachments, and message body will be encrypted (if encryption setting is set) before they are sent, so
that they can be used to send confidential documents. Servers are protected with FSquare Anti-Virus to
protect your important data from computer viruses.

NOTICE Email message before entering @Securemail System will not be encrypted.

SSL (encryption technology) 128bit is Powered by SECOM

Anti-Virus Software is powered by F-Secure

F-SECURE

Servers at IBM Data Center Makuhari are securely installed inside 2 Firewalls

Pleaserefer to the User’'s Manual for further details.
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1. INTRODUCTION

@Securemail System is designed to send encrypted emails and large attachment files with out adding
heavy load to the mail servers. Data Bank feature enables users to securely maintain and share large
amount of files for each department, or sections. @Securemail system enables you to securely
exchange data you need whenever and wherever you may be. @Securemail System is a must-have

tool to live through the Internet era.

2. Functional explanation
2.1. Signup (Signing up on Web)

Signing up a New Group Signup page
3 — ot

x| x|

_z|

........

(1)|\/| ember Login Sign up for @securemail

“Custaner tegiriration

E-minl g

0

Gonpmiy

(2)Manual

Sactan

L

Zpcade

Customer Info.
(A) Email

(B) Company
(C) Department
(D) Full Name
(E) ZIP Code
(F) State
(G)Address
(H) TEL

() GROUP ID
(J) Plans

(K)History reference

Gtale | —

e L

11.Billing Addres o |
(L)ZIP Code e e s € ™
(M)State ™~
(N)Addres ™~
(O)TEL I~
(P)Name D) N

Register L.Fill infrom (A)Email to (K)History reference as |. Customer Info. section.

2.1f you wish to send the bills to a different address, please fill in from
(L)ZIP Code to (P)Name in the I1.Billing Address. section.
3.Click on the [Register] button.

2.1.1. Member Login
Jump to the Login page.

2.1.2. Manual

Jump to the Manual page.
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2.2. Member Login

Members can login from this page. Member Login Page

¥ o ket

T

dsiber Login Padel - Mcsosat b e
A BRE BT EWCADR 0D 1H!
_fFﬂE‘Jﬂhm.‘-wl-mﬂnll.ml.'

........

Membear Login

Gk fargk 1 (A)Group ID

waster D [sdon 4::-\
[ .&X\(B)M emberID
B Regsimber poar pssmsand an thi an gt
. —
¥ yru for gft sour presward, Clckhare— | PRI | (C)P Ord
T U W |

|Emtes yoms Group B and Membar 10 )

(D)Remember Password

1. Fill in (A)Group ID, (B)Member|D, (C)Password text box.
These fields must be filled in to proceed.

2. You can put a check on (D)Remember Password to make your browser to remember
the password for you.

3. Click on the [L ogin] Button.

4. If you forget your password, click [reissug] button.

2.3. Reissue Password

Sow D gk i (A)Group ID
Wenter [0 fadiin [ |

e [ ———(B)MemberID

R puiane el (i gl o

Errier the Group I ared ihe Meskssr 0 and chok ® Rsispie”™.
(Yo peaseord sl be senl 1o wie raiislered nal siben
Reissue

|

LFill in (A)Group ID, (B)MemberID text box. These fields must be filled in to proceed.
2.Click [reissue] button, your password will be sent to your resisted mail address.




ktk

2.4. Prepare Mail

2.4.1. Address settings

(1)Prepare mail

(2)Addr ess Book
(3Records
(4)Data Bank
(5)Member’sInfo

(6)Manual

Address Setting Page

=

Hamwber's Pagalakan] H——|_oaout
Write the Mail: Setting receiver |
=T «— [1 Fome Dawn (AVTo
= — | — | (B)Direct inout
R T 37_4—""‘
e < (C)Folder
| R _—.IIIHI.!]l | |
& e uzeri zampie. s I .
[ r .Huklﬂ? [ uzeriZizawpe s 1N (DYEmail address
Balct Ml ) |
Smitng tha recamre up \ ] R.epa'e the bOdy
1 Clear every receiver

[To add tha receimr] | I
Ghack ihe checkbomar ol nest = the renbar’s vail sddrery s e=ter the o | o
dwactiyl ik " Sod”

[To clmar all recamere]

Cis: "Clu” =

‘| Add to receiver

1.Set the receivers of the mail from Address Setting Page.
1-1.1f you want to send to a receiver who is not on the Address Book, input their address in
the (B)Direct input text box.
1-2.1f you want to send to areceiver who is listed on the address book, put a check beside the
(C)Folder or the (D)Email address row. If you want to send to all of the membersin a
certain group, put a check beside the (C)Folder resembles the group you want to send

Folder)

Hermber's Pagaladuri] LIRS = L ogout
Write the Mail: Setting receiver T
o [FTE) P [1 Pome Dawn (A)To
-;I-Wrmll
e I - W.__(E)Back

| S 4/ |

|7 S toin | B e et [ | —(D)Email address
| o} _Hn_;_m_l | e T samsk add /

T used e T semele 3k

St Al L nst| Ok umi ot

Hellng the seteimre up

[Te adl 1he seceivar]

Theck The e bboos s o el b the sember’s el sdd e for ester 1he sl wddreds

et ahick A N

[Te olear all renewessl
Dk Dlay” Tiih
[Te timish geitme the seceiers upl

ear

HH

Add

e “ Bt ared min A Ak rest e x|
mstieletle

1-3.If you want to send to a part of the membersin a group, click on the folder name and put
a check beside those members who you want to send the message.
1-4.1f you click on the link labeled “Back’ in the Receiver setting page within a group, you
can go back to the Receiver setting page.
1-5.1f you have completed choosing the receivers and are ready to prepare the message body,
click on the [Prepare Body] button.

8 20
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2.4.2. Create M essage(Pr epar e M essage Body)

Create Message(Prepare Message Body) Page
Exphrss al0) 2

llllllll

Hurtar's Pagafacein] LIETER |

Wirite the Mail: Write the body

carde . [t Jack L] Euit g
| <

Sire A Dha 10 2D EE| |
(Mo stHachmant zelact

(A)Attachment file

Al

4
|Filn narnm [ . E“ | BI’OWSG. .
|= Flasan malact the aitachmand Hiss batore write tha nal
B you zmlect 4 fia aftar you wwils the nslite cndents of His ody il despe )

Rl Add
Ta [ usar: ucardzanpie sdd =] [fa-zating] ‘\
Subgct | ‘K\(B\TO
Bosirin sormimd
< T™(c)subiect
4——(D)Bodv

2.Y ou write a message at this page.
2-1.In the I. Attachment file section of Create Message Page, Choose

the file you want to

attach to the message by either inputting the file name of the file or by select the file or

folders by clicking on the [Browse...] button.

Y ou can cancel the selection by clicking on the link labeled “Deleté’.
2-2.Fill in these to areas (B)Subject, and (C)Body. These fields must be filled in to send the

message.
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2.4.3. Transmitting setup

e IO T | | &
Enoryplion ¥ W Encryptonaend onis 4
# Ereryplian ank sHsch ments! fzared anly the bade and the UALY
" Erereplianizard anky the URALY

I Attach the pazenard kaifect anly i mith stechrnts ar with engepest

[ (E)Encryption Settings

Faswaiid

Fite- bt |

(F)Password Settinas

Sadbirsg Habicabon  lafiwctk anb il mith stechmentz ar mith m‘ﬁ_m.-
I Mok s dbe remdl b resssbed
T Wotios when the masil s 8 peed

(G)Notice Feature

Sonred el 1108 = ¥ Fn =
Jre v end it b 3 Q0 I_T'I'\-l m
W Tl
Epirafiondaie & A0 T Duta sppuint el el +—
s Cried Prumar il
¥ Tha barm af velekly ix zat racrmun deyz kom fbe oand e
{ vau sppant 1k tme io sard & nald vou e B ot ke cpralan daie
St ]_{j

(H)Sending time setting

—(1) Expiration Settina

3.You can set how to send the message.

3-1. At (E)Encryption Settings, you can choose from, No Encryption (Send plain message
body and URL), Encrypt only attachment files(Send plain message body and send

URL), Full Encryption(Send URL only).
3-2. If you want to password protect your message, put a check on Use
the password in the text box at (F)Password Settings area.

Password and enter

3-3.If you want to use the (F)Notice Feature, put a check beside “Notice when the

message was opened”, and/or “Notice when message was expired”.

3-4.In the (G)Sending time settings, choose when to send from “Immediately”, or “ Specify
Date’. If you choose “ Specify Date”, fill in date and time to send the message.

3-5.Inthe (H)Expiration Settings, you can set the expiration date from either of “X days
later” or “Specify Date”. Maximum Expiration period is 50 days.(Some type can be set

to Maximum of 50 days)
4. Click on the [Send] button.

10 20
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2.5. Address Book

Add and Edit Group Folders and register an email address to a folder.
2.5.1. Add Email address

Address Book Page

........

L ogout
Jison i

| Hares I muil meco |
[C [Promn | _

T |E ygerm st 0 bk
[T B o1 sl ‘/(A)Name

Selmct Ml 7 Wt smbocted sk s [Eoapdl 8] /(B)Ema” address

/(C)Folder Select

_
| Hare Add

Browse...

——(D)Folder Name

Make

1. If youwant to register mail address, fill [Add the e-mail address] area.

1-1.Fll in (A)Name, (B)Email address text box.(B)Email Address must be filled in to
add an address.

1-2.Choose where to add the address at (C)Select Group.

1-3.Click on the [Add] button and the address will be added.

1-4.1f you want to add an addresses using CSV format file, click on the [Browse...]
button and select the CSV file, which contains the addresses.

1-5.Click on the [Add] button and the addresses will be added.

2.5.2. Make Folder

2. Afolder is created by the item of folder creation.
2-1.Fill in (A)Folder Name.
2-2.Click on the [M ake] button and the folder will be created.
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2.5.3. Edit Address

Address Book Pace

Salet Ml = Mawe smbected addeein 5o T

Locout
. -|'-.l1:’-l] — ausa LR
] Haree il sens ,
| [ “_'I!n:..plll #— — - ‘ \A)Folder
[C [Eusmin _ wallbumbadt ¢ (B)Email address
T | Egn it L5 szl akh

L——(C)Folder select

(D)Delete

=
 Dekie selecind sl 4

Sulied v\

e Ladile by dhe D5V Ble borm S

I....._ o Add the &-#al HH'II_I |

a1 [reat] =] ]
| At b the 5N e | w8 | [Tl =] [As]

E _ Mibs the wreun |

|trauz Kama oy 'NM.

1

Submit

Select All

3. You can move and delete addresses between Folders.

3-1. To put an address in a group select the (B)Email addles you want to put in a group
and select the (C)Folder you want to put the address in, and click on the [Exec]

button.

(By clicking on the [Select All] button you can chose al Addresses)
3-2. If you want to delete an address, choose an address like you did in step 3-1. and

select (D)Delete instead of choosing the destination Folder.

3-3. If you want to save your Address Book in a CSV format, click on the [Save] button

and Select where to save the CSV file.

3-4. If you click on one of (A)Folder, you will proceed to a view inside the folder, and

you can edit addresses inside the folders.

12 20
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2.6. Records

You can see the status list of sent and unsent messages.

2.6.1. Member Select

Select member to want to view.

This page can be inspect by parent member, if you contract to ktk with [Show Transmission Records].

ds inbai's Paps] - Mo Db
FHAEN BRI &TN ERCADA -l ARTIH

Member Select Paage

.......

TrLzDh |m bt Swena-reoranainaty

Mernber s Pagelinke ] L ooout
Transmession Records Member list
I Furbar af raneaiceen @ o
ST i (A)Member Name
L LT 1
Thiz = the list fur snmcing a menbor sheon ranzmoeas records you |
ta zhaw,

B click rg an @ rwnibar's nane which pau need ba share. tha screan mores 1o 1ha

[ e el o B i e el |
e e e

1.Click a member, then go to Record List Page.

2.6.2. Record

I AEL BRI n—w- ERICA A r:-r-u.:-'l]ﬂ

Record List Pace
=101 %

TERZDH |ﬂ it S a-secura ma d ey

Mezinber ' Fagslaer]

| __—Lodout
| __—(A)Subject

G |

[ Eubimct]  Addwm

| Transmission Heoords

el claba |Expar akmn cabe BTy

[=15ack [] Poge Down
SRe Wk (240 Dkh
o [t act Hira |

| | 1ol 02 |usarZ@eample k| — —

;r bamt Euullhlmhnﬂi. Ferr

LR

S mazr | Feished
&

- -05 | | ceam
2|Il]5uglml]5- i1'| F:.:'.T“ Wi Fis e | =
2ME-04-03 [Trassksan Ha Fila i | . "

D bsbe b cebabad el Dulatm I

1
s yew nend fo detasd]
Bk an tha submct
o e nned 10 e lats e PQordl
[Ohisak Ahs oheabbovss ot 1hat o reedNgdeksts. sad obil * Dalsts® /

| sdectall || Delete |

e e e
o P U i et 0 ™

2-1. If you click on (A)Subject, you can see a detailed description of the message. You
can go back to the Record List Page by clicking the link labeled “ Back to the List”.

2-2. If you want to remove records you do not need, put a check beside the records you
wan to delete and click the [Delete] button to delete. You can put a check on al
records by clicking the [Select All] button.

13 20
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2.6.3. Transmission Records

- If you contract to ktk with [Show Transmission Records]. Parent Member can inspect child member’s
mail transmission records.

- MemberlD is displayed at [(A)Member|D to send mail].

- If you contract to ktk with [Show Transmission Records], Deleted mail by child member as [(B)Deleted
Mail] is remained without deleting mail by parent member. [(B)Deleted Mail] is not displayed at child
member.

Transmission Records( Parent Member
aloi=l

SrAE BNE &TA ERCADE ook AT
?Fm@'lﬂhlh-'-MI'mlllmh'

=l aum

Weinber s Fagslaiein] L Ierenl | |
Transmission Records( Child Member ) | Transmission Records |

R s : ok L Poar Dane
Friay) EEE BT EMCANE -0 ARRE Histow s 1 e T

!'J'ihiﬁlijr;---mwmmm- = =t |Bubmet] ! Ih“hdﬁ“t“'ﬁ wartian data] Tr rzicn| 'E:

| =) =7 | AN S04 | lg-04-09 | Travemasian
- || A2 |usan Bedephotd| - - 12-2 | ° | WiFl ||
ecure aﬂ | S | | IRESLEL D 1HAEAD | Foihed |
. | | b ke |
Mty B age i1 ] . L ISR | | w.._u == | 12-24 | debatad - Mo Fia |1k
Transmission Recoards fete—ny ‘;J‘;“ {
s i"jlt_"" Areeders - 12-24 mIDTE;E‘ﬂ-Sm | - WaFke |Th |
| AP EERg | | | |17142n | | | |
It I __| Y
I :-u" _al S m:.'_m:::' i m““_. s 1 sakct Al Dalats tha rulztad rail _D0kES |
CAh et =" [ | o [ rnwes | WM M Wi ho table af The eaah GREREi0d Wl
i | 1E0 ] | .| L] ni the ean| LLLLl]
|| T | e | iy ,“I
| e 1Tesg | MR = | ElI-:\'Il:nll.dlnl:hl.'&u
kil 8 E LEu L e o — | i1 i
! ‘—a'.-!?—;u il ia bt "EEJ -lmy- nurd o dsmis Hee recor
i i Tk 1w 7 Tramm AL [Chimct the chasbbmors g th you rased 16 dbigte, anclched " Dalata”.
e road fn vhask the dedaill
ik o s mibec -
pow el 16 delele The el end] '—I
b fn phpritmenn w H el b e ce i g ol o D -] L+
\(A)M ember|D to send
mail

(BYDeleted Mail
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2.7. Data Bank Feature

et LU

=

n’ﬁlﬁ‘l]}l

Data Bank Paae

ulf x|

T'FLZ@- @i rhe 7 rrep—

Munbar fdnmairston

Manual
IPOF Sty

J.[r"tll,

Sabanl A I

| B senmpasna

e W urkn oo Wetiees aon weed o Bk lar domniadi thoss wil be reglcad |
pathes ussnbds ltiers
b Wheen wau dardeard 3 1. click 1he file mame, i 5 case o Windows, cBik wih 1he

Marsbar's Fagafacn]

Fesiddur / File narnm

1 1.|.|;. 1

L1 1nddrm

£ nc B kT (4 6e

ERa)

Logout

T (AYKevword

L ——(B)Folder

0
Ehane] 4

(C)Chanae

me |
[T |

10kb

¥ Sand 1he sekanad fik

 Wave 1he geledtad i 1o [R0D

™ Dabets the selsoied ik,

et bubioe e i & o of WsaDE ckak siih holdng “Control Eay™ Then o
[Sawve tha file' from the e

sumi |

|

R —

(D)File
(E)Attach to email

'/(F)M oveto folder
| _—(GDaete

s

— (H)Filename

|Filename |

S e

Wk the hakder

This pees oos be dhared amone The mesabers

* [0 it 1ske fies 1o [art 4 Lees il an The Dotk Homews . i d0Em
thal the aperation staps

%

L

Browse...

[ —(1)Select Folder
Add

(NFolder name

2.7.1. Adding Files/ Create Folder

Make

1-1. Click on the [Browse...] button of Folder Page and select the file to add to the folder.
Select the destination folder at (B) Folder and click on the [Add] button, and the file
will be added to the folder.

1-2. Enter the name of the folder to create in the (F) Folder Name text box and click on the
[Make] button to create the folder.

2.7.2. Folder Settings

2-1.

for file/folders. Result will be displayed.

2-2.

select (B) Attach to email and click on the [Submit] button.

2-3.

Put a keyword in the (A) Keyword text box and click on the [Sear ch] button to Search
To send files/folders by email, put a check beside the files/folders you want to send and

To move files to another folder, put a check beside the files you want to move and

select the destination folder at (C) Move to folder and click on the [Submit] button.

2-4.

(D) Delete and click on the [Submit] button.

2-5.

the Folder page by clicking on “ Back”

2-6.

download the file you have just clicked.

To delete files/folders, put a check beside the files/folders you want to delete and select
If you click on the Folder name, you can see the content of the file. Y ou can go back to
If you click on the file name in the Folder Page or in the Subfolder Page, you can

. If you click on the [(C)Changg], you can go to Access Restriction Settings page.

15 20
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2.7.3. Access Restriction Settings

Databank: Access Restriction Settinas

[ITEEET

Wantar's Faga(ucin] 8Lz B ————| oqout
Databank: Setting Access Permission

) 4 TSttt accass bty o the foke
Rl e
Lﬂr_hbﬂﬂlj Wantsr'zn

I™ Permi

snn

ugerl
| Pernit uger?

Falart !.Ii ] the #ccazz parmizzen ta the chacked nambers M ‘— Cha]ge

Sriling The s00066 pormiEaies B Th

ek e ohsakboess ol sho wau want 10 ke The permisson. oo aliok "Chames” | ————|
I At e v, e e i bk thi sithoe i vees, Unsabiack fhs obechbaiesd, arel Select All
itk " Do

|

1. In the Access Restriction Setting Page, put a check beside members you want to give
access to the Folder you aresetting, and click on the [Change] button.

NOTICE.

1 If you want to share files by al of members in a Department or a Groups, it will be convenient
to create a folder (ex. Sales Dept., Accounting Dept., Nagoya BO, Tokyo BO, etc.) and set the
Access Restriction before adding files. Files uploaded to each folder afterward can be shared
by all members in the alowed list.

2 Toa folder, which cannot be shared with al members, give access to only those members who
should be sharing files.

3 When a member creates a folder, it can be used as a private folder, which the creator of the
folder is the only one who has the access to the folder. Folder cannot be created if the same
name already exists within the folder.
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2.8. Editing Member’s Info

2.8.1. MemberList
Inspect registered member list.

Member List Pace
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1.If you want to add a member, then click the [Add] button. You can add if [(B)The
remaining number] is remained.
2.If you want to change member’s information, Click the [(A)Change] button.

3. Put a check beside a member to delete from the members list and click on the
[Delete] button.

4. If you want to display member folder in address book, Select radio button and click
the [(C)Changg].
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2.8.2. Add Member

Add Member Pace
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1. On the Add Member Page fill in (A) Member ID, (B) Address, (C) Password, and (D)
Retype Password field. This password is the password, which the child member will
useto log into this system.

2 Click on the [Add] button and the member will be added.

3 Click on the link labeled " Back” to go back to the Member Info page.

2.8.3. Editing Member’s Info

Editina Member’'s Info Pace
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1. Edit the member’s information. ((A) Name and (B) Addressfield must be filled in.)

2.Click on the[Change] button to make changes to take effect.
3.Click on the link labeled " Back” to go back to the Member Info page.

2.8.4. Logout

Clicking on "Logout” in any page will log you out from this system.
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@Securemail Support Center
Tel 052-979-8880

Fax 052-979-8887

Email support@actmail.net

Monday to Friday from 9AM to 5:30PM

Onlvy Email, Fax, and Answer phone available on

ktk INC. IT Div.

HEAD OFFICE
2-3-31ZUMI HIGASHI-KU NAGOYA,

JAPAN 461-0001
TEL: +81-52-979-8880 FAX: +81-52-979-8887

E-mail: it@ktk.gr.jp
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Our other line of business and office information can be viewed on the website.

http://www .ktk.or.ip
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