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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. 

 

 

 

2. Next, you will see a prompt and click 

Sign in with one-time passcode  

 

 

 

 

3. Click on Sign in with one One-time passcode 

4. In your email inbox locate the subsequent email containing a passcode (expires in 15 minutes). 

 

5. Enter the passcode: 

 

 

 

 

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

 

7. In your reply email to the Monitor,  

confidential information can be safely  

included in the body of the message  

and attached documents. 

 

8. When replying there is a SIZE limit that is 25 MB 

• Ensure that you are not sending over the MB limit  

• Double-check that the email was sent 

• If needed send multiple e-mails to ensure that you do not go over the MB limit 


