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Encrypted Email Tip Sheet

1. You will receive an email from your Monitor, as pictured below. When you do, click on the Read
the Message button.

Rhonda Daniels (Rhonda@vanderweelegroup.net) has sent you a
protected message.
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Read the message

2. Next, you will see a prompt and click
Sign in with one-time passcode

Rhesdaill vanderaeelagroup set Bai sent vou a peotected mecage
ook
Sign im b view e meERpe
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Sign iin with a work or school account
Sign in wilh & Dae-tise pacede

3. Click on Sign in with one One-time passcode
4. Inyour email inbox locate the subsequent email containing a passcode (expires in 15 minutes).

ca 365 @ messagng micrasoft com M (2 minstes sgo) gy

Microsoft Office 365 Message Encryption <Mecros

[ ]
Here is your one-time passcode

73805229

5. Enter the passcode:
Please check your email, enter the one-time passcode and click continue. The one-time passcode will expire in 15 minutes.

One-time passcode (73805229

O This is a private computer. Keep me signed in for 12 hours.

The new one-time passcode was successfully sent.

6. A secure connection is now established, as long as you reply to the encrypted email.

7. Inyour reply email to the Monitor,
confidential information can be safely ot o sage
included in the body of the message
and attached documents.
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8. When replying there is a SIZE limit that is 25 MB
e Ensure that you are not sending over the MB limit .
e Double-check that the email was sent Eo s i s
o If needed send multiple e-mails to ensure that you do not go over the MB limit
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