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Spirion: How to Search a Department
Share

Scope: SO, CCC Revision Date: 12/13/2018
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1. Introduction

You should already be familiar with the layout of the Spirion Client as documented in the
Introduction to the Spirion Client document.

This is a quick reference guide to performing a search on just a department share (i.e. does not
search email, hard drives or My Documents).

View the complete Spirion documentation to find other useful documents when using Spirion as
well as how to handle the results of the searches performed by referring to the Handling Spirion

Results document.

2. Intended Audience

The intended audience for this procedure is:

e System Office and CCC
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https://supportcenter.ct.edu/service/Spirion/Spirion-Introduction-to-Client.pdf
https://supportcenter.ct.edu/service/spirionclient.asp
https://supportcenter.ct.edu/service/Spirion/Spirion-Handling-Results.pdf
https://supportcenter.ct.edu/service/Spirion/Spirion-Handling-Results.pdf

3. Procedure

Launch the

Spirion client

Open Spirion and enter your profile password (note this is NOT your NetID password).

Bz - / Spirion
Main Data Types ocations Configuration Teols

EBERAHEENMEEEOERBEHR ]

Social Credit Password Bank
Security Card

Driver Date of Phone E-Mail Personal Passport Health World- Keyword Regular Dictionary
Entry Account License Birth MNumber Address Address Mumber Info  Wide~ Expression

AnyFind Sensitive Data Types Ta Custom Sensitive Data Types M=

Click the Data Types tab.
You may not have to change anything here. By default, DCL3 data types (SSN, Credit

and bank accounts and driver licenses) are enabled by policy (shaded blue), but if
other identity data types were added and saved to your profile, decide which
identity data types you are searching for and disable any others (i.e. password, date

of birth) that you do not want to search for.

Select location type and define locations to search

HEH- w Spirion
Configuration Tools

Main Data Types Locations

- P —
EEIFL BN L ESI e =0 =
Files E-Mails Browsers Registry Databases My Mly Removable Cloud Custom  Remote Compressed
- - - - - Computer Documents  Drives  Folders - Folders = Machines - Files -
Search Locations [ File Locations IF] Location Options

1.
2.

Click the Locations tab.
In the Search Locations section:

> De-select all options except for Files by clicking on the top % of the icons so Files

is the only one that is shaded blue.

20f6




3. Inthe middle File Locations section, you will be doing a Custom Folder search in
order to just search the department share:

» Click the top % of the Custom Folders option to enable a Custom Folder search
(it will be shaded blue).

> Then click the drop down on the Custom Folders option and select Customize
Folder List to customize the locations you will be searching. It will launch the
Settings window:

1. If you have performed a custom folder search in the past, you may have
locations already defined that will need to be removed:

Settings
Profile
View and manage the Custom Folder list
Popular
Performance Include or Exclude the following Folders when searching
Actions Folder: ...| [[addas Exdusion Add

AnyFind Folder Lacation Scope

Custom Types x| Include in Search
File Types \

This was in here from a
previous search | did and will
Other Locations have to be removed first.
Databases

E-Mails

Select "Remove All" to clear
Custom Folders

Remote Machines
Ignore
Scheduling
Logging

Resources

Remove Remove All

OK Cancel Apply Help

2. Enter the locations you want to search. You can search either the entire
department share or just certain folders. For each location you will be
searching, enter the path (or browse to it using the ... button), then click
“Add” to add it to the list:
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Profile X
View and manage the Custom Folder list
Popular |
Performance Include or Exclude the following Folders when searching
Actions Folder: | | lz‘ I [ add as Exdusion m
AmyFind Folder Location Scope
Custom Types w:\information technology Include in Search
File Types
E-Mails

Other Locations
Databases

| omomrieen |
Remote Machines
Ignore
Scheduling
Logging

Resources

Remove Al

o] [canca | [ rouy ] [

3. Once all locations have been added, click the OK button:

Profile . .
View and manage the Custom Folder list
Popular (—
Performance Include or Exclude the following Folders when searching
Actions Folder: | HI‘ [ add as Excusion
AnyFind Falder Location Scope
Custom Types wi\information technology Indude in Search
File Types
E-Mails

Other Locations
Databases

| Cotomrotes |
Remote Machines
Ignore
Scheduling
Logging

Resources

Remove Al

x| [ s || woy || ves |

Note that once you customize the folder list, it will be saved each time you
launch Spirion, so you can make changes to it as needed for future searches.

4. Inthe Location Options section:

> Select Compressed Files to also search compressed files (recommended)
» De-select E-Mail Attachments since you are not searching email.
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Start the search

OEH- (
Main ta Types Locations Configuration Tools
YO&E &

Results All Rows Window

Display Actions

1. Click on the Main tab.
2. Click the Start icon to begin the search.

Filter Collapse Status Shred Quarantine

« X »

Launch Previous MNext Properties

Match Match

Results

3. Spirion will begin searching. You will see a Spirion Status window where you can

track the search progress:

X% SPIRION

Searching: Search Completed in 0 days, 0 howrs, 0 minutes, and 22 seconds

Gl RG] e T

Lecations Contaning Matdhes Total Locations Searched: 14723 Total Matches Found: 120
[ Files: i}
= Compressed: 0

(] social seuity: 78
Clcredtcard: 3

[=]Bank Account: 4
[=]Oriver License: 0 IF ) i

*If more details are needed, see the Status Window section of the Introduction to

the Spirion Client.

Perform actions on the search results

You will be presented with the Search Summary Window:
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https://supportcenter.ct.edu/service/Spirion/Spirion-Introduction-to-Client.pdf
https://supportcenter.ct.edu/service/Spirion/Spirion-Introduction-to-Client.pdf

Search Summary

The search has completed and found results that require your
I:I’\il attention,

Search Results Summary
Total locations searched during this session: 23
Locations containing at least one match: 14

Total number of matches across all locations: 120

Please choose how you would like to proceed:

A @ &g 2

Wizard Advanced Save As Reminder

*If more details are needed, see the Status Window section of the Introduction to
the Spirion Client.

Select Advanced to view the results of the search in the Results Window. Using the
Action Decision Table found in the Handling Spirion Results document, use the

actions found in the Actions section of the Menu tab to work with the results.
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