How To Use & Setup the BloomU LDAP Address Book

Microsoft Outlook LDAP Address Book

This guide will aid you in setting up Microsoft Outlook to use Bloomsburg University’s
Faculty, Staff, and Student Directory.

Step 1:

Open Microsoft Outlook, Click on the “Tools” menu and select *Email accounts...’.
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Step 2:
§elect ‘Add a new directory or address book’, then click on “Next >’.
E-mail Accounts

8%

E-mail Accounts
¥ou can change the e-mail accounts and directaries that Outlook uses,

E-mail
" add a new e-mail account

" Wiew or change existing e-mail accounts

Directory

* ndd a new directory or address boaok,

" Wiew o change existing directories or address books
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Step 3:
Select ‘Internet Directory Service (LDAP)’ then click “‘Next >’.
E-mail Accounts

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

i+ Internet Directory Service (LDAP)

Connect to an LDAP server to find and verify e-mail addresses and ather
informatiorn,

" Additional Address Books

Connect to an address book to find and verify e-mail addresses and ather
inFormatior,
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Step 4:
In the “Server Name:” Field, Type: surveyor.bloomu.edu then click ‘More Settings...".

E-mail Accounts

Directory Service (LDAP) Settings
You can enter the required setkings bo access information in a directary service,

Server Information

Type the name of the direckory server wour Internet service
provider or system administrator has given you,

aerver Mame. |surve~;.-’u:ur.|:u|u:u:umu.eu:|u

Logon Information

[ This server requires me ka log on

I
l

More Settings ...
< Back | M et = | Cancel ‘

Click “OK if this dialog box pops up:

Directory Service (LDAP) Settings @

‘fou can enter the required settings ko access information in a directory service,

Server Information

Tvpe the name of the directory server wour Internet service

Add E-mail Account

-
y The E-mail Account you have just added will not skart until vou choose Exit From the File menu, and then restart Microsoft Outloolk,

More Settings ...

< Back ‘ Mewxt > ‘ Carncel I

Then click “More Settings ...”
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Step 5:
Click on the ‘Search’ Tab at the top of this window.

Microsoft LDAP Directory

-,

Connection l Search ]

 Display Mame —

The display name as it appears in the Address Book

]surve';.-'n:nr.hln:n:nmu.edu

—Connection Details

Part: 382
Il=e Secure Sockets w
Layer

k. | Cancel

Step 6:
In circle number 1, type: 300 In circle number 2, type: dc=bloomu,dc=edu Then click
‘Next >’

Microsoft LDAP Directory

5

Connection  Search ]

- Server Setkings

Seatch timeout in seconds: I 15':'

Specify the maximum number of entries you 5 [
wish ko return after a successful search:
Search Options 2

dc=hloomu,dc=edu .

Example!
cn=users, dc=exchange, de=microsaft, dc=com

2k, Cancel ‘ Apply |
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Step 7:
plick ‘Next >’

E-mail Accounts

Directory Service {(LDAP) Settings
You can enter the required settings to access information in a directary service,

D &

Server Information

Type the name of the direckory server wour Internet service
provider or system administrakor has given wou.

2erver Marme: ]surveynr.blnnmu.edu

Logon Information

[ This server requires me ko log on

|
l

More Settings ...
¢ Back | M et = | Cancel |

Step 8:
Click ‘Finish” and you are done.

E-mail Accounts e

Congratulations! @

¥ou have successfully entered all the information required ko setup your account,

To close the wizard, click Finish,

| Finizh |




