
 

1. Start a new email as normal. 

2. With the Message tab active, click the small “open” icon       at the bottom of the Tags 

section.  This will display the Message Properties. 

 

 

3. Set the Importance dropdown to “High”, and the Sensitivity dropdown 

to “Confidential”. 

 

4. Click Close, then finish composing and sending your email as you 

normally would. 
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1. Start a new email as normal. 

2. Click the small ellipsis icon         next to “Discard” in the ribbon, then click Set importance > High. 

3. Click the icon         again, then select Show Message Options. 

4. Set Sensitivity to “Confidential”, then click OK. 

 

5. Finish composing and sending your message as you normally would. 
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