
To send a secure email: Type “secure” in the subject line of the email. The actual subject of the email 
can be added following the word “secure”.  

 

 

 

 

 

 

 

 

 

 

 

The recipient will see the following message when the email is opened. The attachment can be opened 
by double clicking (see yellow arrow).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once the attachment is opened, the recipient has the option to either sign in to their CWI account or use 
a one-time passcode.  

 

 

 

If the recipient chooses to sign in, click “Sign In”. On the following screen, select “Work or school 
account” and sign in with your CWI credentials.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If the recipient chooses to use a one-time passcode, the code will be sent to their email.  

 

 

Enter the one-time passcode. Click “Continue”, and the secure message will open. 

 



 

 

 


