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 	 1. �The first time you receive an encrypted message from us, you’ll need to complete a brief enrollment process to 

ensure your identity is secure. (See Figure 1) 

	
	 Figure 1

	 2. �Upon opening the attachment that appears in your email, you will be requested to click the button to read your 

message. (See Figure 2) 

	
	 Figure 2
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	 3. �Once the Read Message button is clicked, you’ll be prompted to start the one time enrollment process. To 

enroll, input your name and choose a password with six (6) or more characters and no spaces. (See Figure 3)

	
	 Figure 3

	 4. �After submitting your enrollment information, a confirmation screen appears notifying you that the secure 

email will appear in your inbox. (See Figure 4)  

	
	 Figure 4
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	 5. �To complete your enrollment process, open the Microsoft Exchange Hosted Encryption Account Creation link.   

(See Figure 5)

	

	
	 Figure 5

	

	 6. �After you have completed your enrollment, only a password will be required to open encrypted messages.

	

	 7. �Forgot your password? If you cannot remember your password, simply follow the password reset instructions that 

accompany the encrypted email.


