Zimbra Connector for Outlook (ZCO)
Installation & Configuration for Office 2003

Setting up Zimbra Connector with Windows XP and Office 2003.

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 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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2. Select Zimbra and
click “Properties”

3. Click “E-mail
Accounts”

Mail

General |

X

@ The Following profiles are set up on this computer:

ICFiC
Zimbra

[ add... ” Remaove H Propetties H Copy...

When skarting Microsaft Office Qutloak, use this prafile:
) Prompt For a profile to be used
(#) always use this profile

|2imbra w
[ (04 ] [ Cancel
Mail Setup - Zimbra [z
E-rail ficcounts
F 3 Setup e-mail accounts and directories, E-mal Accounts,, |
et _l
Draka Files

+, 'Change settings For the files Gublook uses bo

[raka Files. ..

ﬁé store e-mail messages and documents,

Close




4. Select “View or E-mail Accounts
change existing e-mail
accounts”

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() Add a new e-mail account

(%) ¥iew or change existing e-mail account st

Directory

() add a new direckary or address book

|Z| () Wiews or change existing directories or address books

< Back Mext = l [ Close

5. Click “Change” E-mail Accounts [g|

E-mail Accounts
ou can select an account and change its settings ar remave it

Outlook processes e-mail For these accounts in the Following order:

Mame Type Change. ..
Zimbra Callabaration Server MAPT (Default)

Set as Defaulk

Maove Up
Mave Down
Deliver pew e-mail to the Following location:
Mew Outlook Data File, ..
< Back ” Finish l [ Cancel




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

Under Password, type in
your password

Now click “OK” and
then click “Finish”

e Gy Gt ation Gt

Server Configuration | Connection Settings | ZDB Configuration |

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

b system administrator.
E Server Name: | connect.calpolyedu
f [V]use Seaure Connection
Type the name of your email address set up for you by your system
administrator. ]
Email Address: } username @calpoly.edu

Type the password assodated with the emai address spedfied above.

Pmd: { LA ALl L]

Lo J[ comcet J[ aosty |

You should use the Cal Poly LDAP server. Please follow the instructions below for

setup:

7. Select “E-mail
Accounts...”

Mail Setup - Zimbra

=,

E-mail Accounts

_y Setup e-mail accounts and directories.
L

I E-mail Accounts... I

=

Data Files

Change settings for the files Qutlook uses to [ Data Files. .. ]

=,
&g store e-mail messages and documents.

Close




8. Select “Add a ncw E-mail Accounts
directory or address
book” and click ‘“Next”

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() Add a new e-mail account

(O view or change existing e-mail accounts

Directory

(®add a new directory or address book!

@ () View or change existing directaties or address boaks

= Back Mext = l ’ Close
9. Select “Internet [ E-mail Accounts
Directory Service Directory or Address Book Type
(LDAP)” and CIle You can choose the type of directory or address book you'd like to add.

Next

(*) 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.

< Back ” Next = l[ Cancel




10. Type
Idap.calpoly.edu in the
Server Name box and
select “More
Settings...”

11. Under the Search
tab in the Search base
box type
dc=calpoly,dc=edu

Click OK

12. Click Next
Click Finish
Click Close
Click OK

Close the Control
Panel Window

E-mail Accounts

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

Server Information

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

Server Name: Idap. calpoly. edu|

Legon Information

[ This server requires me to log on

More Settings ...

<Back || mext> | [ cancel
Microsoft LDAP Directory x|
Connection | Search
Server Settings
Search timeout in seconds: 60
Specify the maximum number of entries you 100

wish to return after a successful search:

Search Options
Search base:

de=calpaly,dc=adu|

Example:
cn=users,dc=exchange,dc=microsoft,dc=com

QK J [ Cancel ] [ Apply ]




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.




