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Introduction 
The ADP SecureMail utility is an enhancement to our process for protecting the sensitive data 
that we send to our clients and business partners. Messages that contain confidential data will 
be encrypted, and you will access them from a secure Web site. A secure package may contain 
a text message, captured screen graphic, or an attachment file. All other messages that do not 
contain confidential or sensitive data will be delivered directly to your e-mail inbox. If you receive 
an encrypted e-mail message from an ADP representative, you will be directed to ADP’s 
SecureMail Web Site where the message can be retrieved by entering a unique and confidential 
password.  

Accessing your secure message is easy, and decrypting will be automatic. When you receive 
your first secure package from an ADP associate, you will be prompted to create a SecureMail 
account where you will establish a personalized password. Once you have set up your e-mail 
account, your message will automatically display. For future secure packages, simply click the 
link within the e-mail and log on to the Web site to retrieve the message. 

This guide provides details on creating an account, saving e-mail messages and attachments, 
and more. In addition, a list of frequently asked questions (FAQs) is available on the Corporate 
Internet at www. adp.com (Employer Resource Center > Payroll and Tax > Training > 
SecureMail FAQs). For direct access to this resource, click the link: 
http://www.adp.com/corporate/es/pdf/securemail_faqs.pdf.  

Should you have any questions regarding the SecureMail utility that are not covered in the 
reference guide or FAQs, please contact your ADP representative for support. 

http://www.adp.com/corporate/es/pdf/securemail_faqs.pdf
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Getting Started 
1. Open the secure package from your e-mail inbox. 

2. A new window will open to the SecureMail Web Site, or you may receive a text message. 
Click the Pick up Package button located on the Web site, or use the link provided within 
the text message to open the delivery. 
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Creating an E-Mail Account 
When you receive your first secure package from an ADP associate, you will be prompted to 
create your e-mail account. You will only complete this setup once. 

1. From the Complete Account Information page, complete the setup fields; all fields are 
required. Your e-mail address automatically populates as your logon ID. Enter your name, 
unique password and mother’s maiden name. Mother’s Maiden Name is a validation phrase 
that enables the self-administered Reset My Password feature. 

2. Click Continue.  

 

3. If you receive a Security Alert warning message, click Yes to proceed.  
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4. After a successful login, the account has been created and the secure e-mail message will 
display.  

 

5. Click Logout to exit. 

6. An Account Logout page will display. Exit out of the Web browser to close. 
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Resetting Your Password 
The SecureMail account Reset My Password is a self-administered feature. The Mother’s 
Maiden Name field is the validation phrase that enables the password reset. If your password is 
forgotten, use the validation phrase to reset your password. A new temporary password will 
then be sent to the account  
e-mail address. 

1. From the login screen, click Reset My Password. 

 

2. Enter the validation phrase in the Mother’s Maiden Name field. Click Reset My Password. 

 

3. A Password Reset Complete page will display. Go to your e-mail inbox. 
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4. A SecureMail Password Reset message will arrive in your e-mail inbox with a temporary 
password. Click the link provided within the message to go to the Login page.  

 

5. From the Login page, enter your e-mail address and temporary password. Click Log In. 
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6. The Update Account Password page will display. Enter a new password in the password 
fields, and then click Continue. 

 

7. The secure message will display.  

 

8. Click Logout to exit. 

9. The Account Logout page will display. Exit the Web browser to close. 
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Saving the E-Mail Package 
All messages are defaulted to expire in seven days. If you want to save the text and 
attachments, the following instructions will assist Windows-based users.  

Saving a Text Message 
1. From the selected e-mail message, click the Save Message Text button.   

2. A File Download dialog box will appear. Click Save to continue. 

 

3. A Save As dialog box will appear. Navigate to where you want to save the file, name it 
appropriately, and click Save. 

 

4. A Download Complete dialog box will appear. Click Close. 
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Saving an Attachment 
1. Under the Files from Sender tab, click the check box next to the file name(s) that you want 

to save. 

 

2. Click Save Checked Files. 

 

 

3. Navigate to the folder where you want to save the file, and click OK.  

 

4. A Save Message to Folder dialog box will appear. Click OK. 
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Replying to Sender 
A secure reply message and file may be returned to the original sender and other recipients.  

1. Click Reply.  

2. Enter your reply in the Message box. 

 

3. If you want to add a file to the reply, click Browse to locate and select the file.  

4. Click Add. You will see all applicable file information once the file has been added. 

5. If you choose to use the package options, select the desired options: Notify Recipient, Notify 
Me, and Schedule Delivery. 

6. Click Send.  

7. Click Logout to exit. 
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8. The Account Logout page will display. Exit the Web browser to close. 
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Using Your E-Mail Account 
When you receive subsequent secure e-mail, you will be able to open the message directly from 
the SecureMail Web Site. For your convenience, you may wish to bookmark this site or save the 
page to your favorites.  

1. Access the SecureMail Web Site at https://hermes.adp.com/, or open the e-mail package to 
be directed to the Login page. 

2. The Login page will display. Enter your account password, and click Log In.  

 
NOTE: If you forget your password, click Reset My Password to have a new temporary 
password sent to your account e-mail address. (See the Resetting Your Password section for 
more details.) 

3. You now have access to your SecureMail Inbox to pick up your new messages and the 
Outbox to track replies. Click Inbox to view new messages or previously-viewed messages 
that have not expired. Click Outbox to view any reply messages that have not expired. 

 

4. Click Logout to exit.  

5. The Account Logout page will display. Exit the Web browser to close. 

 

https://hermes.adp.com/
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Deleting Inactive Accounts 
Recipient SecureMail accounts with 74 days of inactivity will be disabled for one day and then 
deleted on the next day (day 75). (Inactivity means that you have not logged into the account.) 
Subsequently, you will be required to re-register on the SecureMail Web Site upon receipt of a 
secure message. 

However, on the day the account is disabled, if an ADP associate attempts to send you a 
secure package, the sender will be notified that the account is disabled. If appropriate, the 
sender can contact the T&FS SecureMail Administrator to request that the account be re-
enabled.  

Things to Know 
Please note the following: 

♦ Secure e-mail packages that are sent to you will be deleted from the SecureMail Web 
Site automatically after seven days.  

♦ Messages and attachments can be saved in another location on your computer by using 
the Save Message Text and Save Checked Files features. 

♦ Any secure message that you reply to will be sent securely to those recipients. 

♦ The Folders and Address Book features are not available for use. 

 

 


	Introduction
	Getting Started
	Creating an E-Mail Account
	Resetting Your Password
	Saving the E-Mail Package
	Saving a Text Message
	Saving an Attachment

	Replying to Sender
	Using Your E-Mail Account
	Deleting Inactive Accounts
	Things to Know

