@ SENDSAFELY OUTLOOK QUICK-START

Install and Configure the Outlook Plug-in

Open File - Security Warning @

Do you want to run this file?

To get started, go to https://sendsafely.com/go/outlook and download the
installer. A pop-up will ask you to either Run or Save. Click Run and follow | B 7@ seeseuuc
the steps to complete the installation.

Type: Application

Run ] ‘ Cancel ‘

V| Always ask before opening this file

W While files from the Intemet can be useful, this file type can
! ) potentially harm your computer. Only run software from publishers
you trust. What's the risk?

Next, restart Outlook. Once Outlook reopens you should see a

@ SENDSAFELY SUE UL  pop-up window with Quick Start instructions. Click Configure
Now to launch the SendSafely Plug-In Console.
Gef] started by pyezmgéhe‘ S’endSL‘:FeIX T;Ugvh; C(()‘::x:\e buhor' lﬁ
and entering your SendSafely credentials on the Connection Info tab.

f you don't have @ SendSafely Account you can create one for free by pressing Register Now

Use the Policy Configuration tab to configure when attachments ' Pol

icy Configuration

are automatically encrypted and sent using SendSafely.
@ ¢ You can also add an encrypted attachment to any email

message using the “Add Encrypted Attachment” button

From here on out, its business as usual. Hit the Send button and the
SendSafely plug-in will encrypt and upload the files and send the —)

Y
@ email once the upload is completel
View the status of outbound uploads by clicking the SendSafely

Recent Packages button and viewing the Pending Transfers. Once the transfer is
complete, the email message will be sent

Don't show me this again. [ ConfigueNow | [ Configue Later |

From the SendSafely console, go to the Connection Info tab

o

e For new user’s that don't already have a SendSafely SAFE
account, click Register Now for Free and follow the

Connection Info | Policy Configuration | Recent Packages

prom pfS Sign in to your SendSafely Account
' . Email Address: [demo@sendsafely.com v New o SendSafely?
e If you are already registered for SendSafely, then log in S—
. . . Register Now for Free
using one of the following options: or Click here toLogin using Googie
- if you have a SendSafely password, enter email vew— R

address and password and press Verify
Credentials, or

- if you are using your Google Account to log in, press the Login using Google link, or

- if you are an enterprise Single Sign-On user, press the Use Single Sign-on link
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Using the Outlook Plug-in

Once the plug-in is configured, you will see two SendSafely buttons in the top right corner of the New Email
message composition screen: s 3 ——

Add Encryp'ed A"‘CIChmenf = ThIS Opflon |et$ yOU Send a BE 1‘ Add Encrypted Encrypt Entire

file using SendSafely without encrypting the body of the email | - e

message. This is recommended for cases where only the
attachments are sensitive.

Encrypt Entire Message - This option encrypts the entire
body of the email and any attached files. Use this option
when the content of your email message (not just the
attachments) is sensitive, or for cases where no attachments

are being sent.

If only the attachments are sensitive, we recommend using Option 1 so that your recipients can easily read the body of
your email message without having to log in.

Option 1: Add Encrypted Attachment
Pressing the “Add Encrypted Attachment” button will ask R o | - -
you to choose a file you want to send. Once attached, the =~ 27v o
file will be shown with a “.SendSafely” file extension,
which indicates it will be removed and uploaded to
SendSafely when you press Send.

&1

A secure link will also be inserted into the top of the .

message for recipients to access and download the files e e
from SendSafely. The message you type within the body - I

of the email will not be encrypted, so the recipients will be

able to read your message without accessing SendSafely.

== After pressing Send, the plug-in will prompt you to enable SMS

> Would you like to use SMS verification?

o can el S veicaton for sacfyour et b verification for each recipient. If enabled, the verification code for
Q s o WM;;NWM Smme”m" each recipient will be sent to them via SMS instead of via email. The
verification code is not sent to the recipient until they
. click the link to access the attached files.

Continue

The final step is to press “Continue”, which will send the message.
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Option 2: Encrypt Entire Message ErEr

- Payroll Report - Message (HTML) o @ =
[T || Message | Inset  Options  FormatText  Review )
. . . 3 Calibri (Body - 11 - A A7 S-S &) ﬂ &&‘ M 0) j‘ VF‘ji"“‘UP' ) \ O
Th|$ o hon |ef$ OU encr f the enhre bod Paste B /U ¥-A-|[= $= | Address Check | Attach Attach Signature ! High importance Zoom | Add Encrypted |Encrypt Entire
p Y yp y - ¥ Format Painter - Book Names | File Item~ - # LowImportance Attachment | Message
. . Clipboard Basic Text Names Include Tag Zoom Sendsafel
of the email and any attached files. Use S —
this option when the content of your email = | Le
Subject: | Payroll Report
message is sensitive (not just the attacnes: |0 paoll eportodt 213
FZ‘
attachments) or for cases where no HiBob -
. ere is this month’s payroll report.
attachments are being sent. e payelszer
Note that Eve (Social Security Number 111-222-3333) has been given a 510,000 raise, so her new annual compensation is $100,000.
Thanks,
Alice

When using this option, a SendSafely link will not be added to the message. Instead, the button will remain
“pressed” indicating that message encryption is enabled.

Once you press “Send” you will be provided with the option to enable SMS verification (as previously show in the
Add Encrypted Attachment example). After pressing “Continue” the entire body of the email will be replaced with
a generic message that includes a link for recipients to view the message through the SendSafely web portal.

=N PO Test Message - Message (HTML)

= = =
Message v @
@ If there are problems with how this message is displayed, click here to view it in a web browser.
From: SendSafely Demo <demo@sendsafely.net>
To: SendSafely Demo <demo@sendsafely.net>
Ca
Subject: Test Message
ix)

.SENDSAFELY

enterprise edition for organizations

Secure Message from demo@sendsafely.com

Hi therel! | just sent you a secure message using The Demo Corp Secure Data Transfer System, powered by SendSafely. You can view
the message contents by clicking the button below.

If you do not want to click on the button above, you can copy the following URL into your browser
instead:https://demo_sendsafely.com/receive/?thread=9ZAT-LAK4&packageCode=IXrOIZJPurMbDhG-8F DV-1InWoTIOOz-
9chsM_Hi8LI#keyCode=vcX4LSsY00zq_i1h489fMEUEZWVIRMSba1AUjiFilDo




