EMAIL PROTECTION SYSTEM SETUP GUIDE

To protect the electronic sending of Confidential Information, MEMIC uses a passphrase-protected system from Symantec™ for
encrypting and sending First Report of Injury files to our policyholders and their employees. This guide provides instructions to
create a passphrase to access the Symantec™ email protection system and download your files.

Notification Email with Unique URL

Once a First Report of Injury has been processed, a notification email will be sent to any and all email addresses provided on the First Report
of Injury submission. The sender will show as “MEMIC Systems.” Please note, email formatting may vary depending on your email system.
The email message includes a unique URL which is associated to the email address recipient. Clicking the link will launch your web browser
and direct you to the Symantec™ Email Protection System.

Memic Systems <MemicSystems@memic.com> 11:35 AM (2 hours ago) 4= v
to me [~

Hello mail@mail.com,

This message is being sent to the email address provided in a recent form submission to MEMIC. In order for

Memic Systems <lMemicSystems@memic com= to provide you with a secure, password-protected copy of the document (in PDF format), you will need to
create a passphrase.

This quick step will allow you access to the PDF. Establishing this password now will also allow you to access

these documents in the future.

To create your passphrase, click here: https:/keys memic.com/b/f e?r=3%40gmail.com&n=BUjrAp8LEw3JbCEquGStg%30%30

You will be taken to a separate screen where you will create and confirm a passphrase. Once you have created
and confirmed a passphrase, your secure PDF document will be sent to you in a separate email

For mare information about MEMICs secure PDF email protection process, click here:

http:/fwww. memic.com/securepdf

Create a Passphrase

If a passphrase for the associated email has not

been set, or it has been three or more months
. . Symantec PDF Email Protection
since you last accessed the system, you will

M=MIC V'symantec.

be prompted to create a new one. Enter and Since this is the first time you've received a PDF Email Protection message, you need to establish a passphrase that will allow you to
confirm a passphrase and click the continue P L
bUttOﬂ Here are some recommendations for protecting your passphrase:

Use atleast 6 characters for your passphrase.

Uze non-alphabatic charadtars such ag numbers o punchuation marks.
Uze an aagy to remamber passphrase that you don nead to write down
Dontuse obvious passphrases that can be easily guessed.

Don'tmake your passphrase a sin gle word,

Dontuse famous quotations

s s e oo

Passphrase: | ]

Confirm:
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Verification Messages

Upon successfully creating your
passphrase, you will see the following
verification message. You will receive
another verification in your email inbox.

Download PDF

Once you have successfully created your
passphrase, you will receive another
email from MEMIC systems with your
First Report of Injury report as a PDF
attachment.

Thank you

Your secure message will be deliverad to your email inbox

Copyright © 2014 Symantec Corporation. All Rights Reserved

pgp-universal-admin@memic.com 11:52 AM (2 hours ago) - -
to me [~

Your passphrase has been successfully set or changed.

You can access your account in the future by visiting the following URL:

https://keys memic.com/bil.e

- Confidentiality Motice | This e-mail message. including any attachments, has been sent from MEMIC and is for the sole use of the intended recipient(s). It
may contain information that is privileged or confidential. Any unauthorized review, use, disclosure or distribution is prohibited. If you are not the intended
recipient, you are asked not to distribute this message. If you are not the intended recipient, please delete it and contact the sender by reply e-mail. Thank

you.

Your First Report of Injury reported on 2014/06/30 has been processed. Your claim number for this report is = B
9999999 Inbox %
Memic Systems <MemicSystems@memic.com= & 11:52 AM (2 hours ago) v
to me [~

To change your PGP Universal Web Messenger passphrase or view past emails. please click this link:

https://keys memic.com/b/f e?r=%40gmail. com&n=BUjrApBLrEw3JoCEquGStg%3D %30
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