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How to Access a Secure Email
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Secure Email

Step By Step Process:

Step 1: In the body of the secure email, click ‘Read the message’. You will be redirected 
to a browser window for the next steps.



Secure Email

Step 2:  Click ‘Sign in with a One-Time passcode’.

Note:  �You DO NOT need to have a Microsoft account to access secure messages.  
A one-time passcode will be sent to your email address, but it may take several minutes.
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Secure Email

Step 3:  Enter the one-time passcode into the browser and click ‘Continue’:

Step 4:  �The secure message will be unlocked for reading and replying. If you need to attach a 
document, click the ‘Reply all’ icon in the top right corner.
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