Zimbra Connector for Outlook (ZCO)

Installation & Configuration for Office 2007

Setting up Zimbra Connector with Windows XP and Office 2007.

1. Download and install the Zimbra Connector from the Software Download Channel on
the Cal Poly portal - http://my.calpoly.edu

After installation:

e Go to Start (in the bottom left corner of your screen)

e Go to Control Panel
e Double-click “Mail”

1. Select “Show
Profiles...”

-
Mail Setup - OCFO
E-mail Accounts
3 Setup e-mail accounts and directories. E-mail Accountz. ..
S
Data Files
# Change settings for the files Outlook uses to Data Files. ..
yg store e-mail messages and documents,
Profiles
i Setup multiple profiles of e-mail accounts and Show Profiles
data files. Typically, you only need one.
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General l

3. Click “Properties”. _
@ The Following profiles are set up on this computer;

Zimbra

[

add. .. Remove P[u:uperties| Copy... |

When starting Microsaft Office Qutloak, use this prafile:
" Prompt For a prafile to be used

{* Always use this profile

|2iml:|ra ﬂ

4. Click “Email Mail Setup - Zimbra E

Accounts”.
E-mnail Accounts

Setup e-mail accounts and directories, |

N

Drata Files

& Change settings For the files Outlook uses to Data Files. .. |
J@g store e-mail messages and documents, =

Close




5. Click “Change”

6. Under the Server
Name type:
connect.calpoly.edu

Check the Use Secure
Connection box

Under Email Address,
type your full user name
“username(@calpoly.edu

2

Under Password, type in
your Cal Poly password

Click “OK”

Account Settings E

E-mail Accounts
¥ou can add or remowe an account, You can seleck an account and change iks settings,

l Data Files ] RS5 Feeds ] SharePoint Lists ] Internet Calendars ] Published Calendars | Address Books ]

oy Mew... 2?' Change... X Remove
Mame | Tvpe |
Zimbra Collaboration Server MAPT (send From this account by default)

Close

Server Configuration | Connection Settings | ZDB Configuration |

Type the name of your Zimbra Collaboration Server. For information contact your

b system administrator.
D Server Name: | connect.calpoly.edu
f [“luse Seaure Connection
Type the name of your emai address set up for you by your system
Emai Address: I username @calpohsedu

Type the password assodated with the emai address spedfied above.

Password: l ..-.VOODDV.




7. Select the
“Address Books”
tab in the Account
Settings window.

8. Click on the
“New” icon

Select “Internet
Directory Service
(LDAP)”

Click “Next”

Account Settings

Directories and Address Books
*fou can choose & directory or address book below to change or remove it

E-mail | Data Files | RSS Feeds | SharePoint Lists || Internet Calendars | Published Calendars

[CEH Mew... 5 Change...

3

Marne Type
Outlook Address Book MAPT

Close

E-mail Accounts

Directory or Address Book Type
You can choose the type of directory or address book you'd like to add.

(¥) Internet Directory Service (LDAP)
Connect to an LDAP server to find and verify e-mail addresses and other
information.

() additional Address Books

Connect to an address book to find and verify e-mail addresses and other
information.

< Badk ” Next = l[ Cancel




9. Type
Idap.calpoly.edu in
the Server Name
box

Select “More
Settings...”

10. Click “OK” on
the next screen

11. Select the
“Search” tab in the
Search base box
type
dc=calpoly,dc=edu

Click OK

E-mail Accounts

Directory Service (LDAP) Settings
‘fou can enter the required settings to access information in a directory service,

Server Information r

Type the name of the directory server your Internet service provider or system administrator
has given you.

Server Name: Idap. calpoly.edu|
Logon Information

[ This server requires me to log on

User Marme:

Passward:

More Settings ...

< Back “ MNext = l[ Cancel

Add E-mail Account n

"
1 ) The E-mail Account you have just added will not start until vou choose Exit from the File menu, and then restart Microsoft Gffice Outlook,

Microsoft LDAP Directory m

Conneckion  Search l

Server Setkings

Seatch tmeout in seconds: ]
1

Specify the maximum number of entries vou
oo
wank ko return after a successful search:

Search Base

" Use Default

(% Custom: |de=calpaly,de=edu|

Browsing
[ Enable Browsing {requires server support)

I | Cancel Apply




12. Click Next
Click Finish
Click Close
Click Close
Click OK
Close the Control Panel Window

Your Zimbra profile is now set up and ready to use.

After starting Outlook:

If you have a local mail store you will need to go to File > Open > Outlook Data
File and navigate to the path of your local message store.

When you first login, the first synchronization may take a while to finish. You may
continue to work in Outlook during synchronization, but data will not be fully available
until synchronization completes.




