Outlook Express

«
How to Add the Lake Directory \JJ

**The purpose of the Lake Directory is to allow users to find other district staff
throughout the district. You only need to know their first or last name to find them.**

1. Open Outlook Express. Click on the Tools menu, and select Accounts. You will get a window similar to this:

Internet Accounts E| El

Al

|Mai| |News Directom Service Add 4

Account Type Connection

Cloze

2. Click on the Directory Service tab. Click on Add button and choose Directory Service. This will bring up the

following window:

Internet Connection Wizard El

Internet Directory Server Hame

Type the name of the Intemet directony (LOAP) server pour Intermet serice provider or
aystem administrator has given you,

Intemet directory [LDAF] server: |

If your Intemet service provider or system administrator has informed you that they
Tequire pou to log on to wour LDAP server and has provided you with an LDAP account
name and password, select the check box below.

[ty LDAP server requires me to log on

Cancel




2. In the Internet directory (LDAP) server block enter email so that it looks like this:

Internet Connection Wizard f@

Internet Directory Server Hame

Type the name aof the Internet directory (LDAR] server pour Intemet service pravider or
systemn adminiztrator has given you.

Internet directory [LDAP] server: |email

If pour Intemet service provider or system administrator hag informed you that they
require you to log on ko wour LDAP server and has provided vou with an LD&P account
name and password, select the check box below.

[ My LDAP zerver requires me to log on

[ Mest > l [ Cancel ]
3. Click Next which will bring up a new window. Click the Yes radial button so that it looks like this:
Internet Connection Wizard §|

Check E-mail Addresses

Your e-mail program checks the e-mail addresses of your message recipients using one
or more directory service address lists.

Using a directory service to check the e-mail addresses of your message recipients may
slow doven the performance of your e-mail program.

Do you want to check addresses using this directory service?

< Back ” Mest > ][ Cancel




4.

5.

Click Next which will bring up another new window. Click the Finish button. It looks like this:

Internet Connection Wizard f'5_<|

Congratulations

Y'ou have successhully entered all of the information required to zet up your account.

To save these settings, click Finish,

< Back “ Finish |’ Cancel

You will now be back to the Internet Accounts window. Click on the newly created account email to
highlight it and click on the Properties button. This will bring up this window:

o email Properties

General | Advanced

Diirecton Service Account

Tupe the name by which you vwould lilke to refer to this
zerver. For example, "work Directory' ar "Microzaft

* Diirectony Server',

| email |

Server Information

Server name: |ema|l |

[] This server requires me ta log on

Check names againzt thiz zerver when zending mail

Ok H Cancel ][ Apply




Begin typing Lake Directory in the Directory Service Account block so that it looks like this:

== Lake Directory Properties

General | Advanced

Drirectary Service Account

Type the narme by which pou waould like to refer to thiz
zerver. For example, "ok Directany'' or “Microsoft
© Directory Server”,

|Lake Directory |

Server Infarmation

Server name: | email |

[ ] Thiz server requires me to log on

Lag on uzing Secure Passward Authenticatian

Check names against thiz zerver when zending mail

[ ] l [ Cancel ] [ Apply

Click on the Advanced tab. In the Search base block enter o=email.lkstevens.wednet.edu (the first
character is the letter ‘0’ and not a zero), so that it looks like this:

=~ Lake Directory Properties

Gerneral | Advanced |
Server Port Mumber
Directory service [LDAP): Uze Default

1 This server requires a secure connection [S5L)

Search
Search timeout:

Shot ~0— Long 1 minute

W airnurn number of matches to return:

Search base: o=email lkstevens wednet edu |

[ Use simple search filker

Ok ][ Cancel ][ Lipply




8. Click the OK button. Click the Close button to exit out of Internet Accounts. This configuration is complete.
9. To use this feature, click on the Addresses icon on the toolbar like below:

& Inbox - Outlook Express
. File Edt Miew Tools Message Help

Create Mail E A it = SendfRecy Addresses Find Purge IMAP Folders
[Adsress Bock|
'S X//r 4 ¥ ¥ From Subject Received T A
g % Keith Weltan o E@) Joy Johns food service drops 8/15/2006 10:00 ... =
9 Inbax 1 (21 Keith Welton Mew Staff Orientation 6/18/2006 9:58 AM
S Sent Ttems bt e Eaib-Bilbert BHBIE006-E4EE-Ab
B} Drafts 1] =1 Metzker Communications.., Estimate 321/ Single Rm on right 8i17/2006 8:52 PM
B 2004 Mail 1] (21 Metzker Communications.., Estimate 319/ Glenwood 2 Rms Bi17/2006 8:46 PM
$E 2005 Mail 1 Anita Ko RE: Outlook Express Email Instructions B/17/2006 3:49 PM
5B Accelerated Math-Reader 1] £ Anita Ko EIS form and e-mail request Form 8172006 3:17 PM
168z @Amyﬁsth Cook copies BI17/2006 Z:44 PM
Hroel Tk k drep SHPR006-ZHPM
<A Diana @Amta Ko RE: Mew MNetwork Account Logon Instructions 8{17/2006 1:38 PM
1 Documents g @Amta Ko RE: Mew Email Form B17/2006 11:18 ...
@ A otk ) RE Pk Hisk-Hpehat 00614100
Draft ' S
1] (Z1Dana Takamoto Updated Computer List Bi17/2006 10:38 ..,
=]
Funes L n Fhene-kist-Hpeat SHHE006 DA
Junk E-mail
Cérm mail % Ror Estimate 31510 712006 04344
B Licerses - RN Tl o A1 o . £ o ]
£ Meeting Minutes
1 Metokes From: To:
HLetel Subject:
$E3 Newsletter Keepers
E PCwork - There is no message selected.
£ I®
Contacts ¥ x
There ate no contacts ta display. Click.
on Contacts to create a nev contact,
241 message(s), 0 unread Q ‘Working ©nline

10. This will bring up your address book. Click the Find People icon on the toolbar.

% Address Book - Main Identity
File Edit “jew Tools Help

B BH X B 8 %

Ml Find People Action
Shared Contacts Type name ar select Franm list: |
{23 Main Identity's Conta Mame ¢ E-Mail Address Busiry
¢ N >
0 iterms




11.

12.

13.

Click the Look in drop box and choose Lake Directory.

™ Find People

Look in; Address Book

Address Book,

People |

Lake Directaory

Web Site. ..

ame:

E-mail:

Address:

Phone:

Other:

Find Mo

Stop

Clear all

Now in the Name block enter in a name, either first or last of someone you are trying to find. Then click the

Find Now button.

% Find People

Look in: |Lake Directory hd | wieb Site. ..
Peaple | Advanced |
[ Eind Mows ]
Mame:; | John| |
Stop
E-mail: | |

Clear All

Now you’ll see a list like this with a listing for all district staff with a name relating to what you entered. You

have successfully configured and used the Lake Directory!

% Find People - (17 entries found)

Look in: |Lake Directary

People | Advanced |

web Site, .,

Mame: | Iohn

E-mail; |

Eind Mow

Skop

Mame

L= oel Johnson
%J ohn Bushaw
GE3JOHN COE
%J ohn Coe
%J ohn Cooper
%John Ericksan
&3 John Flick
%J ohn Gebert
%J ohi Irvin

£

E-Mail Address

John_Bushawigilkstevens. ..
COES_SCIEMCE@lksteve...
JOHN_COE@lkstevens.w...
JOHN_COOPER@ksteve...
JOHN_ERICKS DM@l stey...
John_Flicki@ilkstevens. we...
JOHN_GEBERT @ilksteve...
John_Irvin@lkstevens.wed. .

| ¥

[

Properties

Delete

Add to Address Book




