How to send an encrypted email from Outlook

When you create a new email select options, encrypt, and the type of encryption you want.

1. Encrypt-Only allows you to send encrypted emails to both internal and external users, when an
external recipient gets the email, they will have to enter a onetime passcode.

2. Do Not Forward — this option allows you to send emails to both internal and external users but
will not allow them to forward. The option will be greyed out.

3. New York Chiropractic College — Confidential — this option only allows users that have an
internal address to read and edit the message. If the message is sent to an external user when
they attempt to open it, they will get “You don’t have permission to view this message”

4. New York Chiropractic College — Confidential View Only is the same as the previous but the
internal recipient cannot edit, reply, or forward the email.
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