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How to Send a Secure Email
1. ccount, click “New Message” to start composing a message.

On your studnt email a
: Outlook

N Favorites

2. Open the three dot menu

Discard

3. Click “show message” options



Ti] Discard
ave draft
Insert signaturs
Show From
Set importance
Show message options...
Switch to plain text

Check for accessibility issues

Under “Sensitivity” where it says “Normal”, click the drop down menu and select

“Confidential”
Message options

Sensitivity

‘ Normal

MNermal
Personal

Private

DO NOT use the “Encrypt” option!

Use the “Attach” tab at the top of the email to attach the document file in the email.
Please be sure the document is clear. There are many different scanner apps that you
can use to make the documents more clear.



