How to configure Microsoft Outlook for
Identity Finder

To prepare to quarantine e-mails from Outlook using Identity Finder, take the following steps.
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2. CREATE APST
To create a PST, click
the File tab on
Microsoft Outlook. Click
the Info banner then
click the Account
Settings button. On the
drop down menu, click

Account Information
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3. The Account Settings Account Settings X
pop-up box will appear. S
Click on the Data Files Citiook DetaFikes
tab then click on the
Add button E-mail DataFiles RSSFeeds SharePoint Lists Calend. Published C Add: Books
& Add..hg‘ Settings... & It X Remove % Open File Location...
Name Location
Internet Calendars C\Users\ \AppData\Local\Microsoft\Outlook\Internet Calendar Subsc...
@ KBartieid1@trec.com...  C\Users \AppData‘\Local\Microsoft\Outlook\KBarfield 1 @trcc.commn..,

Select a data file in the list, then chick Settings for more details or click Open File Location to Tell Me More..,
display the folder that contains the data file. To move or copy these files, you must first shut :
dossn Outinnk

TDLC1

It"s mot the future. It7s MmMow.

ucational Technology

A
o~ 17



How to configure Microsoft Outlook for
Identity Finder
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location click OK to | oo
. { Save as type: | Outlook Data File v
create the data file.
5. You will see that this Account Settings x
will create the DCL3 ol e
Emails PST in the Outlook Data Files
Account Setting
dia|ogue bOX. YOU can E-mail DataFiles RSSFeeds SharePointLists Internet Calendars Published Calendars Address Books
now close the Account 4 Add.. U5 Settings.. (@ SetasDefault X Remove 3 Open File Location...
Settings dialogue box. Name Location
Internet Calendars C:\Users) AppData\Local\Microsoft\Outlook\Internet Calendar Subsc...
° KBarfield1@trcc.com... C\Users\ AppData\local\Microsoft\Outlook\KBarfield1 @trcc.commn...
DCL3 Emails T:\_DCL3 Quarantine\DCL3 Emails.pst
Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me More
display the folder that contains the data file. To move or copy these files, you must first shut
down Outlook.
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6. You will see that on the _
Home tab of Outlook, a - 2 AR S .
new folder labeled DCL3
Emails will appear. e =T
DCL3 Emails ,L‘r T |
7. CREATE A FAVORITE Inbox 48
To create a Favorite, Junk E-mail [1]
simply right click the Division Directors
DCL3 Emails folder. GE Assignments
Then click Show in Outbox
Favorites in the R
. I Search Folders
resulting drop down
menu. You will now see 4DC =
a link to the DCL3 & Open in New Window
. Dels Oren Filé Yocikio
Emails folder under you | = s wiim i
Favorites folder on W Close "DCL3 Emails
Outlook. b TR- New Folder..
Show in Eahcmes
TR+ 2] Sort Subfolders A to Z -
8. CREATE A CATEGORY
To create a Category, g0 EJ Team Email .| ¥ Move~ £ Unread/ Read | Search People
to the Home tab on v Done *| SZRules~ i Categorize ~ [E2 Address Book
Outlook. To the far = Reply & Delete _[7] | g OneNote Clear All Categories  Email -
right, click the on the Quiick Steps = Mave B Annoying d A
Categorize button. Then Search C ll Blue Category oL
. . S N T 4 -
click the All Categories ! " okl A
. . Purple Category
Optlon n the drop h great 2016 1 Bl Red Category B.. 54 KB
down menu. ok - Internet Access 1 e ,SH' . T.  179KB
v Director of Marketing and Public Relations... 1 1[ . L 9% ¥ 14 KB
fents 1B Green Category B. | 3MB
| run the morning of January 12 1 Orange Category C.[] 21k
ok - Internet Access 1 H' All Categgries... H.. 94 KB
ok - Internet Access pre D.. 179 KB
ruary 12th TRCC Closing 1 Set Quick Click 18 KB
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9. On the Color Categories
pop-up box, select a
color and check the box
next to it. Click the
Rename button and
rename the color
category to IF. If you are
already using all of your
categories, simply click
the New button to
create a new category
and assign a color to it.
Click OK to accept the
changes. You will then
notice that your
category appear in the

Color Categories

| right.

Name

[l Annoying

(] |l Blue Category
(1] Green Category
(] ©Orange Category
L1 Pink

G

]l Red Categ%y

[/ ] Yellow Category

X

To assign Color Categories to the currently selected items, use the checkboxes next to
each category. To edit a category, select the category name and use the commands to the

Shortcut key New...
Rename

Delete

Color:

O v

Shortcut Key:
[Nong) v

Categorize drop down Cancel | |
menu.

10. CREATE A QUICK STEP - o
To create a Quick Step,
go the Home Tab on Mesting v Done Move ~ 21 Unread/ Read ?,Ej“h People
Outlook and look to the &€ Reply & Delete - Rules ~ ] Categorize ~ [ Address Book
left of the Categorize More™ | # Create New MoneNote  |® FollowUp~ 'Y Filter Email -
option to find the Quick Quick Steps Move Tags Find
Steps group. You can %\anage Quick Steps
scroll down to the ‘fr.e?te— e-dl't delete, and rearrange T.ICATEGC
Create New option in I
the bOX above the QUICk t - CFT synopsis Sat 4/25/2015 2:27 PM A.
Steps group. Another Night Fri 5/1/2015 8:48 AM B..
way to do this is by Fri 5/1/2015 9:01 AM B..
clicking the Manage —_— _— =
Quick Steps button at
the bottom right corner
of that area.
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11. A Manage Quick Steps * Manage Quick Steps ? >l |
d|a|0gue bOX will Quick step: Description:
appear. It will show you % Frdey Reading V. Friday Reading
all the quick steps that O o s
= e 23 - v "
have been made and R e Actions: ::ovketo, Fu:ay Reading
. - - S A ark as rea
what they do. Click the v Done Shortcut key: None
New button and select ©  Reply & Delete Tooltip: Moves selected e-mail to a folder after 1
the Move to Folder b2 marking the e-mail as read. i
option in the drop
down menu.
Edit Duplicate Delete A
¢ Neww i
Maye to Folder |
'=' ( .fk)‘rl'r} and Move ]
Resetto De " o e oK Cancel
{ |™ Flag and Move
12. A First Time Setup pop t
up should appear. Quick step: Description:
Change the name of the R : ]
First Time Setup ? X |

quick step to Move to

IF. Under Actions, make
sure to select the DCL3
Emails folder in the Had M meme [Movetow
drop down next to the

Move to folder option.

You can leave the Mark
as read box unchecked | L] Meikasiias
since you will need to i N 3
read the e-mail to mark e —
it. Now click the Options |

button. (
\  Reset to Defauits oK Cancel

:_1 First Time Setup
After this Quick Step is created, you do not have to enter this information again.

Action

ST Y Y Y v e e w w w w pg

[ Move to folder DCL3 Emails - DCL3 Emails v
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13. An Edit Quick Step pop | Al Unread] SRR ES = y
up box will show up. o Il = e
Here you can assign g ==
additional actions to a ol - I ks s
quick step. If you would L :
like to assign the Move [ .. =& =4 =%
to IF quick step a o
shortcut key, select a )
shortcut in the drop ; ;:;' ‘
down menu next to -
Shortcut Key. Once o e
satisfied, click the Save E‘m:ﬁ‘“ e

button then click OK.
14. You will now see Move nbox - KBarfield1@trcc.commnet.edu - Outlook 2 B -

to IF as a quick step in By
H . B2 Meeting ¥ Moweto IF ¥ Move - 2 Unread/ Read People
the IISt' To use the qUICk [\ € g [ FeMeetng g m:l;’)p.-m g |- ) Rules ~ B Categorize~ [} Address Book
Step select the e- i iz p.;p‘:, Forward B More~ |2} To Manager *| MoneNote | FollowUp~ Y Filter Email -
’
Respond Quick Step % Move Tag Find

mail(s) you want and T S
click Move to IF in the SUBJECT RECEIVED T..| CATEGOR...| SIZE v
quick steps list or use

pamela Attachment - CFT synopsis Sat 4/25/2015 2:27 PM A 458
J\rmand Digication Night Fri 5/1/2015 8:48 AM B 7KB
the ShortCUt key you obie TRCF Golf Fri 5/1/2015 9:01 AM B 10K8B
assigned in Step 13 e, Jenniter RE: Interview with Kem Fri 5/1/2015 1:49 PM B 16 KB
ndra F Facilities Schedule Fri 5/1/2015 2231 PM T S7kB
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