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  How To Open A Secure Email
The below steps will assist you with opening a secure email:

You will receive an 
email notification 
that you have been 
sent a secure email 
message from United 
Bank. 

Your experience will 
vary depending on 
which email client 
you are using.   

You may see options 
to Preview or Open a 
message. Or, you 
may have to click on 
the message.html 
link and select 
Download>Save to 
my computer 
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If you receive the 
prompt to Save to 
your computer, 
Select Save As  

You can save the 
message to any file 
location 

When the message is 
finished 
downloading, select 
Open 

After selecting 
Preview or Open 
(depending on your 
email client options), 
you will be redirected 
to a webpage.  

Select Sign in or 
Select Use a one-time 
passcode 

If you select Sign in- 
you will see these 
options: 

Select an acct to use. 

Please note- the Microsoft account must be the email address that the secure email was sent to. For example, you 
cannot receive the email at a yahoo account and then try to sign into a Microsoft account using a gmail.com 
account.  

If you attempt to sign into the Microsoft account with the incorrect email address, you will receive a 
notification that you must use the email address that the secure email was sent to.  
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If you select Use a 
one-time passcode, 
you will see a 
notification that the 
passcode was sent to 
the email address on 
file.   

Please leave this 
webpage open while 
you wait for the 
passcode email.  

After the email is 
received containing 
the passcode, you 
must enter it within 
15 minutes of 
receiving the email 
notification.   

After entering the 
passcode, select 
Continue 

After entering the passcode, the email will open and the message can be viewed as well as all attachments. 
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