Instructions for Proofpoint Account Set-Up and Email Access

The following Email clients are acceptable to use for Proofpoint account access:

e Microsoft Outlook 2007 SP2
e  Microsoft Outlook 2010

1) You will receive an email from the City of Loveland inviting you to view a new Secure Share:
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2) At the bottom of the message, click on the blue “Go to Secure Share” button. The following log-
in screen will open:

Emall Address
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WELCOME TO SECURE SHARE m
First time here? You will be asked to register.

Already registered? You will be asked to login.

3) Enter your email address. If this is your first time accessing Proofpoint Secure Share, you will
need to set up an account. Follow the steps to set up an account and confirm your email
address.



4) Once your account has been set-up, you will be able to login in:
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5) Upon logging in, you will be able to view your account dashboard. This will allow you to view
your message and associated attachments.
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6) Respond to the appropriate City Planner per the directions in the email.
7) Please note that access to each email will expire after 180 days. Please remember to download
all necessary files prior to that expiration date.

Please contact the City of Loveland Current Planning Division with any questions: 970-962-2523



