How to Encrypt E-mails

In order to protect student confidentiality, e-mails to parents containing any identifiable
documents (PPF, IEP, etc.) must be encrypted

1. Create the e-mail and attach any documents that require the parent’s signature.

2. Click on “Encrypt” in the menu bar.

B Send I Attach ~ Encrypt ] Discard

3. You will now see the lock showing the message is encrypted.”

B Send [ Attach v @ Encrypt [ Discard

‘ 0 Encrypt: This message is encrypted. Recipients can't remove encryption. Change permissions | Remove encryption

4. Click “Send.”
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