
Secure Email Guide for Recipients

Step 1

• Click View Message

Step 2

• If this is the first time 
you’ve received a 
secure email from an 
associate affiliated 
with:

• inclusa.com
• icarehealthplan.org
• humana.com

      then Register a new        
      account.
• Otherwise, click Login 

or Back to Login
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Step 3

• Verify your identity by 
receiving a code via email 
or phone
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Step 4

View and interact with the secure message and attachments.  See call 
outs below.
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Tips & Common Questions

• If you’re working out of a shared mailbox or distribution list (i.e. 
invoices@acme.com) and want to reply as invoices@acme.com then 
when creating your account in Step 2 be sure to use that email 
address.

• If you receive an email from us at invoices@acme.com but then are 
logged into the secure email portal as judy@acme.com the system 
will send an approval request to the sender asking if it is okay for 
judy@acme.com to have access as well.  When the sender approves, 
you will receive an email notification.

• The secure portal may ask you to re-verify your email by sending a 
one-time-passcode from time to time.

• You can access the secure portal at anytime (without having to click a 
“view message” link by visiting https://cloud.onlinesecuremail.com

• Some recipients find it helpful to bookmark this site for easy 
access to past secure mail history.  You can access all secure 
mail shared with you by inclusa.com, icarehealthplan.org or 
humana.com affiliated associates in this portal.
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