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Setting up Your University Email on Microsoft Outlook with Zimbra 

Tuesday, June 12, 2015 

12:36 PM 

How to setup your University email account to work with Microsoft Outlook with Zimbra. These instructions 

assume that Outlook has never been configured (or run). If you already have Outlook configured for other 

accounts, move down to the Running and Configuring Outlook section and skip to step #3a. Additionally, 

Outlook requires Zimbra Connector to retain the full function of the Zimbra Webclient. This requires a 

download through System Center or the Help Desk webpage and this process is documented first.      

Locating the Zimbra Connector for Outlook through System Center 

1. The Zimbra Connector for Outlook that is located on System Center is for use with your ULL Work 

Computer. If you are trying to configure your home computer, skip to the Locating the Zimbra 

Connector for Outlook on the Web section.  

2. Hit the windows Start key. 

3. Locate and run Software Center in the Microsoft System Center Folder. Select and run Software Center.  
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4. The software available will look like the image below. 

 

5. Locate Zimbra Connector for Microsoft Outlook in the Available Software tab and select it.  

 

6. Press the Install button on the lower right. This will download and install the plugin. You can watch the 

progress of the install by selecting the Installation Status tab.  

7. After the program is installed, locate and run Outlook. 

Locating the Zimbra Connector for Outlook on the Web 

1. Open a web browser. 

2. Input the following web address—from the ULL Help Desk Webpage—to download Zimbra Connector 

for Administrators (this is just what it is called, it doesn’t require administrator access).  

 http://helpdesk.louisiana.edu/node/226 

3. You will prompted for your CLID and Password. Download and install the program before running 

Outlook.  

 

 

 

http://helpdesk.louisiana.edu/node/226
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Running and Configuring Outlook 

1. Locate and run your version of Outlook. New Users will be greeted with screen like this (your version 

might make this screen differ). Hit the next key. 

 

2.  Select the Yes bubble on the Add an Email Account page. Then click Yes.  
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3. In the Auto Account Setup, select the Manual setup or additional server types button (see example 

below). Click Next to continue.  

 

4. Select Other from the Add Account / Choose Service page. From within that box, select Zimbra 

Collaboration Server and click Next. 
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5. In the Zimbra Server Configuration Settings, enter your information.  

 In the Server Name tab, insert webmail.zimbra.louisiana.edu:443.  

 In the email address, put your full CLID@louisiana.edu email address in.  

 In the Password Box, put your password.  

 Click the OK button.  

 

6. Outlook will prompt you for a restart. Click OK. 

 

mailto:CLID@louisiana.edu
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7. Click the Finish button.  

 

8. Your account is now setup. The first time the new account runs, it has to sync, which may take some 

time—be patient.  

Adding a Zimbra Account to Outlook that already has Accounts 

1. Start Outlook. 

2. Click the file tab. 

 

 



 

                                                                                                                                                                                       7  

3. Select the Add Account button.  

 

4. Follow the instructions from Running and Configuring Outlook and start at step 3, as the information is 

the same from that point on.  

 

If you have any problems or questions, please feel free to contact the  

IT Help Desk at (337) 482-5516 or ithelp@louisiana.edu. 

mailto:ithelp@louisiana.edu

