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Installing and Uninstalling 1Q Outlook Add-In

Market: Federal/State/Local, House, Senate
Description: These instructions teach users how to install IQ Outlook Add-In, which allows
integration between MS Outlook and 1Q4.

Click the following link to be brought directly to the subtopic:

Uninstalling the Outlook Add In

Configuring 1Q Outlook Add In
In order to install the 1Q Outlook add-in, you will first need to log into 1Q through Microsoft Edge. You
will then need to locate the shortcuts menu on the top right of your home page and click it.

@ @ * @ Shortcuts A L Vv

Dashboards

Announcements

Alerts

Downloads

A drop-down menu will appear. Select the Downloads option and a new window will open.
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IQ Downloads and Installs

Description
I1Q Drag and Drop for Outlook Install
Adds drag and drop support to Microsoft Outlook to drag attachments directly from Outlook messages to IQ 32-bit Installer (for older
browser attachments dialogs. Close Outlook before installing. PC's)

I1Q Outlook Add-in v. 4 for Outlook 2016+

Adds support to Microsoft Outlook to create IQ Contacts, Services, Messages and Events directly from Qutlook

message or calendar records. Install
C
The IQ Outlook Add-in requires these prerequisites:
* Microsoft .Net 4.0 runtime - install through Windows Update.
* Microsoft Visual Studio 2010 Tools for Office Runtime
IQEdit Install

Allows library files to be transferred directly between IQ and your computer.

Cancel

Select the option for IQ Outlook Add-in v. 4 for Outlook 2016+. Click Open on the pop up.

Open this file?
Do you want to open 1QQOutlookAddin.vsto from

Report file as unsafe

Open Cancel

A new window will open. Select the install option. After doing so the add-in will install automatically.
Wait a few moments for the installation to finish.
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Publisher has been verified

A

Are you sure you want to install this customization?

Name: IQ Qutlock Add-in v. 4.0 for OQutloock 2016 or 2019

From:

Publisher: Leidos Digital Sclutions Inc

While Office customizations from the Internet can be useful, they can potentially harm your
computer. If you do not trust the source, do not install this software. More Information...

Install Don't Install
Once installed successfully, close the confirmation window.
Microsoft Office Customization Installer
The Microsoft Office customization was successfully installed. & = 4

=

Name: |Q Qutlook Add-in v. 4.0 for Qutlock 2016 or 2019

From:

Close

If you had Outlook open prior to the installation, you will need to close and relaunch Outlook in
order for the add-in to show up.

Navigate the top menu and locate the 1Q Add-in option.

After selecting the add-in option, you should see a configure and settings option. Select Configure.
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File Home Send / Receive View 1Q Add-in Help

£ Configure | ¢ Settings ~ The 1Q Cutlock Add-in has NOT been configured.
P

You will now see a screen as shown below.

42 1Q Configuration and Authentication — O X
|Q Web Server Path o |
1Q Account TRAINING2 v
1Q Login

(®) Using 1Q User ID and Password 9

QUserp |

IQ Password |aooooaa.ccaaaa| |

(U Using 1Q Single Sign-on (Windows Credentials)

(O Using 1Q User ID and Authentication Token Request Token
Email Address

IQ User D
Token

Log Into 1Q Automatically

Alternate Network Credentials to 1Q Web Server

Domain | |

User ID | |

Password | |

roxy Server Path |

“ Test Connection to IQ o OK Cancel
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The IQ Web Server Path should auto populate for you. Select the drop-down menu for IQ Account
and select the appropriate account. If the option is blank you will need to talk to your IQ Consultant or
our Customer Service Center for assistance.

You have three different ways to log into 1Q through this screen:
o Using IQ User ID and Password
o Using IQ Single Sign-On
o Using IQ User ID and Authentication Token

If neither Using IQ User ID and Password and Using 1Q Single Sign-On work for you, choose the
Using 1Q User ID and Authentication Token option to log in.

If selecting the Using IQ User ID and Authentication Token option for log in:

{®) Using G User ID and Authentication Token Reguest Token

Email Address (D
IQ User 1D |
Token |

Verify that your email is listed and select Request Token.

A new window will open

IQ Outlook Add-in Access Token

IQ Add-in Configuration

User Login ID- @l

IQ Account ID GNEENEENED

Ia Path: (I
User Email (I

Confirm Information and Request Access Token

Verify that the User Login ID, 1Q Account ID, IQ Path, and User Email are all correct and select the
Confirm Information and Request Access Token option. You will then get another screen with
additional token information.
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Confirm Information and Request Access Token

New Token: (D

Configure 1Q Qutlook Add-in to Use the Token

Select the Configure 1Q Outlook Add-in to Use the Token option. After selecting the option, you
will see that the information is auto filled in the previous Using IQ User ID and Authentication
Token window.

() Using I3 Single Sign-on (Windows Credentials)

(® Using 13 User |D and Authentication Token
Email Address

IaUseriD @D |

Token | .................................... |

Verify that the fields now have information in them and select Test Connection to 1Q at the bottom
left of this window. After doing so, you will receive a small window that states the information is valid if
everything is entered correctly.

(®) Using 1Q User ID and Authentication Token Reguest Token

Email
Id
10 access and credentials appears valid!

[] Log Inte 3T

Altemate Network Credentials to 1@ Wen Server

Domain |us |

User 10 QD |
Passwor (D |

Praxy Server Path |

| Test Connection to 1Q I OK Cancel

When you receive the notification that the credentials are valid, you can now select OK. You can now
click the OK option next to the cancel button to verify and proceed. (IMPORTANT: click OK only one

time and wait a few seconds for it to load. Multiple clicks may cause the window to error out).

When successful you will now see different options available. You should see Log Out of 1Q,
Settings, Ready status, and the 1Q Upload options available.
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File Home Send / Receive Folder View 10 Add-in

¢ \ =, Add Email to |0 Contact Ready
wad Add Email to 1Q Service ~

Log Out Settings
of IO - Add Email to | Event ~

10 Outlook Add-In T Upload Email

You have now successfully installed the 1Q Outlook Add-in.
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Uninstalling the Outlook Add In

Click the Search Bar at the bottom left of your windows screen and type Control Panel. Select
Control Panel.

East match

iz Comtral Panel

(1) Ses if wou haw -fiit or &d-ait
wersian of Windows

red e windows 1

corinol parsed windows

2 corral pared

A window named All Control Panel Items will open. If the window is in the View by: Small Icons
format, select Programs and Features.

—
2] All Control Panel ltems - m| X
A [EZ » Control Panel » All Control Panel ltems > v | D o
Adjust your computer's settings Viewby: Small icons ~
el g AutoPlay B} Backup and Restore (Windows 7) %e' BitLocker Drive Encryption
Ed Color Management [E Credential Manager 7 Date and Time [ Default Programs
% Device Manager Fa Devices and Printers DTS Audic Control lZ@Z' Ease of Access Center
=] File Explorer Options £ File History A Fonts ¢ Indexing Options
Internet Options = Keyboard B Mail (Microsoft Outlook) @ Mouse
5¥ Network and Sharing Center [ Phone and Modem E Power Options ) Programs and Features
@ Recovery & Region #4 RemnoteApp and Desktop Connections \od Security and Maintenance
iy Sound @ Speech Recognition £ Storage Spaces @ Sync Center
A system ﬂ Taskbar and MNavigation [ Troubleshooting 82, User Accounts
@ Windows Defender Firewall [§ Work Folders

If the window is in the View by: Category format, select Uninstall a program under the Programs
option.
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& > « 4 [E: Control Panel v D Search Control Panel
Adjust your computer’s settings View by: Category ¥
System and Security User Accounts
Review your computer's status L E;Change account type

Save backup copies of your files with File History
Backup and Restore (Windows 7)

\ 3 Network and Internet
‘\! View network status and tasks
, / Hardware and Sound

%‘ View devices and printers
Add a device

Appearance and Personalization

Clock and Region

Change date, time, or number formats

Ease of Access
Let Windows suggest settings

. Programs Optimize visual display
[.}l Uninstall a program
Get programs

After selecting the option, you need now see a window with a list of all your programs. Locate the 1Q
Outlook Add-in v. 4.0 beta for Outlook 2016 or 2019 program.

P =
=
< ~“ “ [ » Control Panel » All Control Panel ltems » Programs and Features v | O Search Programs and Features P
ControlPanel Home Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
E; Turn Windows features on or
off Organize = == - e
Install a program from the ~
network Mame Publisher Installed On  Size Version 1
BB Adobe Acrobat Reader DC Adobe Systems Incorporated 10/20/2021 535 MB  21.007.20099
[#] AtHocGov AtHoc Inc, 6/27/2018 236MB 624272
s Axon Agent Tripwire, Inc. 11/9/2020 168 MB  3.10.0.584
oﬁlgle Client HCL Technologies Ltd. 1072042021 290MB 851794
?ﬁicisco AnyConnect Secure Mobility Client Cisco Systems, Inc. 11177202 585MB  4.10.03104
mciscu Webex Meetings Cisco Webex LLC 10/20/2021 406 MB 41.856
€ Google Chrome Google LLC 1072842021 76.3MB  96.0.4664.45
[#]1Q Drag and Drop Add-in 64bit Leidos Digital Solutions, Inc. 11/9/2020 278MB 200
[85]1Q Qutlook Add-in v. 4.0 beta for Qutlook 2016 or 2019 Leidos Digital Selutions Inc. 1172272021 40016
- IOFd\h’wﬂ Iﬂ"in 1116/2021 o Jw 1002

Either click the program and Select the Uninstall option, or right click the program and select
Uninstall.
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Organize =  Uninstall

Mame Publisher
Au:lu:ul:le Acrobat Reader DC Adobe Systems Incorporated
[5=] AtHocGov AtHoc Inc,
Axon Agent Tripwire, Inc.
) BigFix Client HCL Technologies Ltd.
#Ciscu AnyConnect Secure Mobility Client Cisco Systems, Inc.,
ECiscu Webex Meetings Cisco Webex LLC
€ Google Chrome Google LLC
[85]1Q Drag and Drop Add-in 64bit Leides Digital Solutions, Inc.
[55]10 Outlook Add-in v. 4.0 beta for Outlook 2016 or 2019 Leidos Digital Solutions Inc.
A . . .
< |QEdit (B4-bit) Leidos
—
I& Programs and Features - m} X
< “ 4 [ * Control Panel » Programs » Programs and Features v | D Search Programs and Features el
Control Panel H .
erireFanel eme Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
IS Tum Windows features on or
off Organize *  Uninstall S o
Install a program from the ~
network MName Publisher Installed On  Size Version 1
B3 Adobe Acrobat Reader DC Adobe Systems Incorporated 10/20/2021 555MB  21.007.20099
[#5] AtHocGov AtHoc Inc. 6/27/2018 236MB 624272
Axon Agent Tripwire, Inc. 11/9/2020 168 MB  3.10.0.584
) BigFix Client HCL Technologies Ltd. 10/20/2021 200MB  9.517.94
8 Cisco AnyConnect Secure Mobility Client Cisco Systems, Inc. 1171772021 5.85MB  4.10.03104
E Cisco Webex Meetings Cisco Webex LLC 10/20/2021 406 ME 41856
€ Google Chrome Google LLC 10/29/2021 763 MB  96.0.4664.45
[5]1Q Drag and Drop Add-in 64bit Leidos Digital Selutions, Inc. 11/9/2020 278MB 200
[#5]1Q Outlook Add-in v. 4.0 beta for Outlgnl- N1 ar 2010 sidne Ninita| Solutions Inc. 11/22/2021 4.0.0.16
< |QEdit (64-bit) Uninstall 11/16/2021 932ME  1.0.0.8
- L S L) e I T e 4 A e o

A confirmation window will open. Select OK to confirm the uninstallation.

Adobe Systems Incorporated 10/20/2021 555 MB  21.007.20099
AtHoc Inc. 6/27/2018 236MB 624272
IB 3.10.0.584
IB  9.5.17.94
@™ Are you sure you want to remove this customization (10 B 41003104
L /.-' Cutlook Add-in v. 4.0 beta for Qutlook 2016 or 2019) from IB 41856
—  this computer? B 06.0.4664.45
IB 200
OK | Cancel | 4.0.0.16
IB  1.0.0.8

You have now successfully removed the IQ Outlook add-in from Outlook.
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