How to:

Open and Read a Secure Email

To protect our clients, any email containing personal and/or sensitive information will
now be sent securely via encryption. Opening and reading these emails is easy, but there

are some simple steps you need to follow.

Whenyou receive an encrypted email from us,
it willappear like this:

[Secure-email] Example Inbox %

Aston Shaw
to me |+

] Office 365

Aston Shaw (aston.shaw@astonshaw.co.uk) has sent you a protected
message.

Read the message

This fink will expire on July 29, 2018

Learn about messages protected by Office 365

Microsoft respects your privacy. To learn more, piease read our Privacy Statement.
Microsoft Corporation, One Microsoft Way, Redmand, WA 98052

Upon receipt of the email, simply click ‘Read the
message’ (you may have to enable links to do
this).

You are now presented with two choices. If
you use Office 365 or Google Mail, all you must
dois click ‘Sign in with Google’ or ‘Sign in with
Microsoft’ - whichever applies.
aston.shaw@astonshaw.co.uk has sent you a protected message
Sign in to view the message

E Sign in with Google

Or, sign in with a one-time passcode

Need Help?

Terms of Use Privacy & Cookies

The other optionis to ‘signin withaone-time
passcode’. Onceyou click this, the below window
should appear:

We sent a one-time passcode to john.smith@yahoo.co.uk.

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

One-time passcode [

L Thisis a private computer. Keep me signed in for'12 hours.

@ Continue

Didn't receive the one-time passcode? Check your spam folder or get another one-time
passcode.

Once you seethis screen, check your email
inbox. You should have received an email with
your passcode, it will look like this:

] Office 365

Here is your one-time passcode
59410290

To view your message, enter the code in the web page where you requested
it.

NOTE: This one-time passcode expires 15 minutes after it was requested.

Don't want to use one-time passcode every time you get a protected
message? Use your email address to create a Microsoft account

Simply copy and paste this code into the field
indicated inthe image on the next page. You
should also be sure totickthe box below the
passcode; this is not essential but could save
you time, especially if a conversation or thread is
likely to start.
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We sent a one-time passcode to john.smith@yahoo.co.uk.

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

One-time passcode [59410290 <=

E>Iﬂ This is a private computer, Keep me sigried in for 12 hours.

@ Continue

Didn't receive the one-time passcode? Check your spam folder or get another one-time
passcade.

That’s it! You can now read your message as you
normally would and can rest assured that all the
information contained withinis safeand secure.

Should you encounter any issues, do not hesitate to
getintouch.

https://www.astonshaw.co.uk/contact



