
How to access your new Corporate Purchasing Account details
Your new Corporate Purchasing Account details have been sent to you via an American Express encrypted email.  
Follow the steps below to find your new details. 

Please note: no special software is required, however you must be connected to the internet to read an encrypted email.
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CPA ENCRYPTED EMAIL GUIDE

STEP 1: 

OPEN ATTACHMENT

To view an encrypted email, open the 
attachment within the email.

STEP 2:

READ POP-UP MESSAGE 

A pop-up window will appear.  
Click the button to read message. 
This will open the American Express 
encrypted email website in  your 
internet browser.

Email attachment

Click to open
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Confirmation form

A confirmation message should now 
be displayed and you will receive a 
confirmation email.

 Note: if you do not receive this 
message, please check your junk or 
spam email folder. The email may 
have been identified  
as spam by your Company email 
system. You may need to contact your 
Help Desk technician to ‘white list’ the  
‘secure.email@aexp.com’ address at 
the email gateway to allow delivery of 
these emails.

STEP 3:

REGISTRATION

If this is your first encrypted email, you will 
need to register.

If you have accessed encrypted emails  
before, you already have an account.  
Please move on to Step 4.

Registration form

• Fill in your full name

• Select a password using the guidelines 
provided and re-type the same 
password to verify

• Choose a password recovery question 
and provide an answer

• Click ‘Continue’ when complete

Click when 
complete
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STEP 4:

ACCESSING ENCRYPTED 
EMAILS AFTER 
REGISTRATION

Click on the ‘Read Message’ button and 
log into the Encrypted E-mail Tool with 
your password.
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Click the link

Sign in

STEP 3: (continued)

Email confirmation

Open the confirmation email, click the 
link to complete the first-time registration 
process and access the encrypted  
email. This will open a window in your 
default internet browser.

Please note: This link will work  
only once.
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STEP 5:

VIEW YOUR NEW 
CORPORATE PURCHASING 
ACCOUNT DETAILS

You can now access the encrypted email  
which contains your new Account details.

Please start using your new Account 
immediately and provide your new 
Account number and expiry date to 
any suppliers who currently store your 
payment details.

Download excel 
file containing 

new Account 
details

Excel file

New Account Number  
(column b)

Expiry Date  
(column d)
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