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As part of a service, Anderson Administrative Solutions (AAS) may need to share sensitive information 

with the Client. Sometimes this information may contain social security numbers, bank account numbers 

or other personally identifiable information (PII). 

In order to communicate effectively with clients, Anderson Administrative Solutions uses Microsoft’s 

Office Message Encryption to secure email transmissions. 

 

If you, as the client, have secure email already in use you can feel confident that AAS will be able to 

accept your email without any further actions.  If you, as the client, do NOT have any means of sending 

secure email we can still work with you. 

 

If information of a sensitive nature needs to be shared with AAS, request that your AAS representative 

send you a secure message to your email address.  Once received, you will be able to reply to the email 

message with the information or attachments you would like to share. So what does this look like and 

how does it all work? 

1) You will receive a secure message from AAS 

 
 

2) When you open the message, open the message.html attachment 

 

https://en.wikipedia.org/wiki/Personally_identifiable_information
https://products.office.com/en-us/exchange/office-365-message-encryption?legRedir=true&CorrelationId=c6afbda3-02f8-44cc-b88a-bdf79d30e589
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3) The attachment will contain a few options to access the secure message 

 
a. To view the message on your computer 

i. Sign in with a Microsoft Account 

If you have a Microsoft Account (either through Office 365, Outlook.com, 

Hotmail.com, select this option and log into Microsoft with those credentials. If 

you’re already logged in, the message will just open 
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ii. Use a one-time passcode 

If you do not have a Microsoft Account, you can select the one-time passcode.  

 
When this option is selected, another email is sent to your address containing a 

verification code to enter in the previous screen then click Continue 
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b. To view the message on an iPhone or iPad 

If you are viewing the message on an iPhone or iPad, select this option to download the 

Office Message Encryption (OME) Viewer for free 

c. To view the message on an Android device 

If you are viewing the message on an Android device, select this option to download the 

Office Message Encryption (OME) Viewer for free 

 

4) Read the message then click Reply all in the upper right corner 

 
 

5) Type any text you’d like to send. If you need to add any attachments, click Attach in the upper 

left menu (note: There is an attachment limit of 25 MB). When uploaded the attachment will be 

displayed 

 
6) When ready to send the message, Click Send in the upper left menu 

 

7) When finished, Click Sign Out in the upper right corner 


