
Opening encrypted emails sent from school 

1. In your inbox you will see an email similar to the image below: 

 

 

2. Save the attachment (message.html) to your computer and open it: 

 



 

3. A webpage will open in a new browser window. Click on “Use A One Time Passcode”: 

 

 

 
4. Microsoft will email you a passcode. Go back to your other browser window and check your email 
inbox for a new email from Microsoft. Open it and make a note of the passcode or copy it to your 
clipboard: 

 

 

5.  Go back to your other browser window and enter or paste the passcode into the passcode field and 
press continue: 



 

 

6. The encrypted email will open and you will be able to open and read as normal. You will also be able 
to reply to the email: 

 

 


