
 

Purpose: Email encryption is one of the best methods to protect information sent online. This is 

done by controlling who can see the information, as well as to whom the information can be 

sent.  This Documentation provides steps on how to send an encrypted email and ensure the 

contents are secure. Part A details how to encrypt via Outlook 2016 and Outlook 2019; Part B 

shows how to send an encrypted email via Outlook.com; and Part C shows how to send an 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4) COLFN�WKH�ERWWRP�VHFWLRQ�RI�WKH�³3HUPLVVLRQ´�RU�³(QFU\SW´�button to display a dropdown 

menu.  On the resulting menu, FOLFN�³(QFU\SW-2QO\´ (Figure 6). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 5 

Figure 6 

Figure 4 



 

 

 

5) :KHQ�WKH�³(QFU\SW-2QO\´�RSWLRQ�LV�VHOHFWHG, the text above WKH�³7R«´�OLQH�RI�WKH�HPDLO 

will change (Figure 7). 

 

 

6) At this point, the email is ready to send and will be encrypted.  The only people that have 

SHUPLVVLRQ�WR�VHH�WKH�FRQWHQWV�DUH�WKRVH�OLVWHG�LQ�WKH�³7R«´�ER[� 

 

 

B) Encrypting a single email via Outlook.com 

1) From the Home screen of outlook.com, start a new email E\�FOLFNLQJ�WKH�³1HZ�0HVVDJH´�

button in the top left (Figure 8). 

 

 

 

 

 

 

Figure 7 

Figure 8 



 

 

2) To the right of the 



 

 

 

 

 

3) In the Options tab find the Envelope with a padlock symbol, ODEHOHG�³Security´ (Figure 

12).  Click on the symbol to display a drop-down menu, and select ³(QFU\SW Message´ 

from the resulting menu. 
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