Encrypting Emails Containing PII
Using the Outlook Website:
Step 1: When writing an email, click on options near the top left side of the screen.
[image: https://i.gyazo.com/6d6ce99969133a65ed198a0696a1984f.png]
Step 2: Click Encrypt in the menu that opens.
[image: https://i.gyazo.com/5b7675a4e0f53e725ea1ef8d3a91c9c3.png]
Step 3: Click encrypt in the drop down menu that opens and your email is now encrypted.
[image: https://i.gyazo.com/3fc0a1d2f20475fb9f2c28462288a633.png]
Using the Outlook Desktop App:
[bookmark: _GoBack]Step 1: When writing an email, click File in the top left of the screen.
[image: https://i.gyazo.com/53796308657f3ef04df93b9943b5d6fa.png]
Step 2: Click on Properties in the middle of the screen.
[image: https://i.gyazo.com/f90314ab5215596e3310d7cf041282b8.png]
Step 3: Click on security settings in the top right of the window that opens up.
[image: https://i.gyazo.com/a17dd62bf0c428deb4ee4a841cc08480.png]
Step 4: Click Encrypt message at the top of the window, then click OK. Your email is now encrypted.
[image: https://i.gyazo.com/ff4fbad32918ceaa79f815e8632cb882.png]
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