
Instructions for adding plugin for secure email 
 
Go to https://connectidaho.sharefile.com/Authentication/Login and log in 
 
Click on Apps in the upper right hand corner 

 
 
 
Click on the download button under plugin for Microsoft Outlook 
 

 
 
A yellow bar will show at the bottom of the screen, please click run. 
 
After the install is complete, close outlook and reopen it.  A new screen will pop up and look 
like this— 
 

 
 
Have the user log in with their email address and the new ShareFile password.  They will only 
need to do this process once.  However, they should remember or log their ShareFile 
password with all their other passwords. 

https://connectidaho.sharefile.com/Authentication/Login


Click on the new button in Outlook to change some settings 

 
 
Start with the general settings.  Click edit on the right. 

 
 
Change the settings to the below-- 

 
 
 
Click Save.  Then go to attaching files and click edit 

 
 
 



 
Change settings to-- 

 
 
Click save and go to Encrypted Email and click edit 
 

 
 
 
Change settings to-- 

 
 
Click save and then ok at the bottom right of the screen 
 

 
 



Open a new email message and click in the body of the email like you were going to start 
typing a message.  Click the new green button that says request files.  This will insert a 
hyperlink in to your email.  Please change the wording at the end of that link to say to send 
files securely.  **Be careful not to erase the click here part when you are changing the 
wording. 

 
 
Highlight the link and new working, then click copy 
 

 
 
 
 
Go to the email signature area---usually it is file>options>mail.  Then click on the signature 
button 
 

 
 



In the signature window click at the end of Connecting Southern Idaho, hit enter twice and 
right click and choose paste.  This will insert the hyperlink for secure emails.  Then click ok to 
save. 
 

 
 

The End 


