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Secure messaging
Secure messaging allows for the passing of information between James Hay Partnership and 
advisers/clients. The secure nature of the messaging service offers complete peace of mind and 
removes the need to encrypt sensitive data when emailing directly. It also allows us to ensure 
your queries are directed to the appropriate department or individual(s).

To access the secure messaging service, firstly log into James Hay Online. If you do not have your 
login details, please call your Account Executive team on 03455 212 414.

Once logged in, select the Messages 
tab at the top of the page.

Alternatively, any secure messages 
sent from us that require your attention 
will appear in the Requiring Attention 
table on your home page.

There’s also a quick link to the Compose a 
Secure Message function found at the bottom of 
your home page, along with our contact number.

When a secure message is received, it will 
trigger an email to your inbox, alerting you 
that there is a new secure message to view 
once logged in to James Hay Online.



Sending a secure message 

Follow the steps outlined above to login and access the 
secure messaging service.

When using the Messages tab at the top of the page or 
the Requiring Attention table, you’ll be redirected to your 
secure inbox. Select Compose Message from there.

Choose a subject from 
the list of common 
themes or choose 
Other and provide an 
additional subject.

Select the Add Client 
icon and search for 
the client to whom the 
query relates. Multiple 
clients can also be 
selected.

Remove any client 
products which are 
not relevant to the 
query by un-ticking the 
associated box under 
Client Products.

Attach any relevant 
documentation.

Confirm you understand 
and agree to the 
important information 
about secure messaging 
(document available via 
the link), and Submit.

Only PDF, Word, and 
Excel documents can 
be attached to a secure 
message.  

Word and Excel 
documents will be 
converted to a PDF upon 
receipt. 

Maximum doc size that can 
be received is 4MB



Receiving secure messages 

Whenever a secure message is sent by James Hay 
Partnership for the attention of an adviser or client, 
an email will be sent to their inbox alerting them that 
their secure messaging inbox contains a new message. 
Advisers and clients are then asked to log in and view the 
message online.

The secure inbox can 
be accessed via the 
Requiring Attention 
table on the home 
screen or alternatively, 
via the Messages tab.

Messages will 
automatically appear 
in chronological order, 
with the newest being 
at the top of the inbox. 
However, the messages 
can be sorted according 
to the various column 
headers.

Messages can be 
searched for by product 
number, client name, 
keywords and subject.

To view a message, 
select the reference on 
the left side of the page.

Messages can then be 
replied to, deleted, or 
printed using the icons 
on the right side of the 
table.

If searching by date 
received with your Secure 
Inbox, date ranges can be 
customised. Simply select 
custom from the Date 
Received drop down. 



Contact details:

 03455 212 414

 jameshayonlineteam@jameshay.co.uk
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Contact us

If you have any questions or would like to  
discuss your application, please call your  
Account Executive Team or general 
enquiry number on 03455 212 414 or email 
jameshayonlineteam@jameshay.co.uk




