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Secure email Introduction 
 
The London borough of Barnet uses secure email to communicate with its 
partners and the public when it needs to send information that is of a 
confidential nature. 
 
When someone outside of the London Borough of Barnet network receives a 
secure email they will be asked to create a secure email account from which 
they will be able to view the secure email. This secure email portal can then 
be used to reply to the person sending the email, forwarding on to another 
@barnet.gov.uk email address or compose an brand new email to one or 
more @barnet.gov.uk email addresses. 
 
Emails stored in your secure email inbox or sent from the secure email portal 
will only be kept for a period of 90 days after which they will be deleted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Receiving a secure email for the first 
time 
 
When you receive a secure email from the London Borough of Barnet to your 
email address you will see a message similar to this in you email inbox. 
 

 
 
To view the secure email and any attachments click on the link in the email 
that says “To view the secure email, click here” which will take you the 
London Borough of Barnet’s secure email portal.  
 

 
 
In order to view the secure email you have been sent you will need to create 
an account. 
Your email address will automatically be entered into the Email address box 
and can not be altered this will become your user name.  
Add a password into the password box and re-enter it into box below to 
confirm. The rules on the right of the screen will give you guidance on how to 
ensure your password is accepted as a “strong” password. 



 

 

Choose a password reminder phrase, this will be emailed to you in the event 
you forget your password, then press “Submit Password” 
 
After you have logged on to the secure email system you will be taken to the 
email that was sent to you from the London borough of Barnet. 
 

  
 
 
Its recommended that you save the address of the secure email portal as a 
favourite in internet explorer so you can log on to review or compose secure 
emails. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Logging on to the secure email portal 
 
 
After you have created a secure email portal account you can log on at any 
time to review emails that have been sent to you or to compose new ones. To 
log on to the secure email portal go to the secure email web address and 
enter you email address and password. 
 

 
 
If you can not remember your password click on the “forgot your password” 
link, this will send a password reminder to your regular email inbox. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Changing your password 
 
If you would like to change your password go to the secure email portal login 
screen and click on the “change your password” link 
 

 
 
Enter your email address and what you would like you new password to be 
(the password rules on the right of the screen will help you to set a strong 
password). Re-enter the new password to confirm it and add a new password 
phrase that will prompt you to remember this new password. 
When you click on the “submit password” button an email will be sent to your 
email address with details on how to activate your new password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Replying or forwarding a secure email  
 
In order to reply to a secure email or forward one on to someone else, log on 
to the secure email portal and select an email from your inbox. You select an 
email by clinking on the description in the subject field. 

 
 
Then select either reply or Forward. 
 
Replying will only allow you to respond to the person who sent you the email. 
You can not add anyone else to the email. 
 
Forwarding will allow you add a new email address to send the email to. You 
can only forward messages from the secure email portal to email addresses 
that end in @barnet.gov.uk.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Composing a new secure email 
 
In order to send a brand new message log on to the secure email portal and 
select compose.  
You can only use the secure email portal to send emails to email addresses 
that end in @barnet.gov.uk 
 

 
 
Complete the page as you would a normal email and when ready press the 
“send” button. 

 
If you make a mistake when adding a new email address and send an email 
to an invalid email address you will not receive a failure message, if you need 
to confirm that the email has arrived follow up the secure email with an un-
secure email or by telephone. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Adding an attachment  
 
To add an attachment to an email select “Attach file” when replying or 
forwarding an email. Use the browse button to find files and then the add file 
button to add them to the attachments list. When you have added all the files 
you want to the attachments list select the “attach” button. 
 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 



 

 

Additional help  
 

For more information please refer to the help tab within the secure email 
portal 

 

 


