
Connecting Email, Calendar and Contacts to Outlook

The following shows how to connect  your email, calendar and contacts to Out look. Please

allow about  7-10 minutes to complete the process.

1. Open Out look, then from the 'File' menu select  'Add Account '

2. Enter your new email address. Choose 'Advanced Opt ions' and t ick 'Let  me set  up my

account manually'. Then click 'Connect '



3. Select  'IM AP'

4. Carefully enter your 'Incoming mail' and 'Outgoing mail' server names, your 'Port '

numbers and your 'Encrypt ion' methods. Then click next .



5. Enter your password, then click 'Connect '.

6. You should now see a success message, so click 'Done'.



7. You should now have your new email account  in Out look's left  pane.

8. Close Outlook.

9. Install the Out look CalDav Synchronizer

- Download the program .zip file from here

- Extract  the two files inside

- Run 'setup.exe'

10. Open Outlook and check you see a new 'CalDav Synchronizer' menu in the ribbon.



11. Click 'Synchronizat ion Prof iles' from this menu.

12. In the opt ions pop-up, click the '+' to add a new profile

13. Click 'OK' to confirm the 'Generic CalDAV/ CardDAV' select ion



14. Enter a Name:' (hint: I use my email address followed by the word 'calendar')

15. Now click the 'ellipsis' to the right  of the 'Out look older' field.

16.Find your email account  and click to add a 'New' folder



17. Give it  a 'Name' (I simply use 'Calendar'). Specify, using the drop down, that  the

folder contains 'Calendar Items'. Then click 'OK'.

18. With your new folder selected click 'OK' once more.



19.Now we need some set t ings from your webmail account . The log-in page is found

using your domain name with 'webmail.' Tacked on the front  like shown:

20.Click to choose your preferred mail client. I use 'Horde'. Then when inside, choose

'Calendars and Contacts' from your profile drop-down.



21.At  the bot tom of this page, find the direct  (DAV) URL for your calendar. Select  and

copy it  (use CTRL-C)



22. Now paste this into the 'DAV URL' to the Opt ions pop-up. Note: please also t ype a

'forward slash' ( /  ) character onto the end of the DAV URL (I know, computers

huh?!). Then complete the 'Username', 'Password' and 'Email address' fields. Last ly,

click 'OK'

23. Your calendar will now be available from the lef t  pane. Note: If you prefer, right-click

the calendar entry and select  'Rename' to delete Out look's default  '(This computer

only)' text .



24.You can edit  your new profile too, if necessary. One set t ing I like is to speed up the

'Synchronizat ion interval' so my devices update any changes more frequent ly.

25.Now, you can add a second profile for your Contacts. Do this by repeat ing steps 12

through 24 above ... only this t ime,

a. Name the profile with '- contacts' tacked on the end (Step 14)

b. Create a folder called 'Contacts' which holds 'Contact  Items' (Step 17)

c. Copy and paste the Address Book's 'Contacts' DAV URL from your webmail's

'Calendars and Contacts' set t ings page (Step 21)

26. Hopefully, you're done! But  if you have any quest ions, please call me on 0419 563 801.

Addit ional Notes:

1. Full documentat ion for Out look CaldavSynchronizer is here:

https://caldavsynchronizer.org/help/documentation/

2. iOS devices have built -in CalDav and CardDav capabilit ies which simplifies the

process.

3. Android devices can also connect up via CalDav and CardDav via the DAVx5 app.

See the following for all the details: https://www.davx5.com/


