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OUTLOOK 2003

LDAP SETUP

Adding contacts with public certificatesto Outlook 2003 without
using L DAP support

1. Establish a connection to the
Internet.
This will be either a Dial-up
networking or LAN connection.

2. Open the Windows Internet Explorer
application.

You can do this by double clicking
the Internet Explorer Icon with the
left mouse button.
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Healthcare Public Directory Search

4. Navigate around the web page First Name: | surmame: | andiar
using the ‘Up’ and ‘Down’ arrow Email address: | and
keys until you find the ‘Healthcare O | s
Public Directory Certificate Search’ n dustralian states [Any B
area of the page. pm— |
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The following Information was extracted from the Certificates Australia Healthcare
Public Directory Search Tips web page. This web page can be accessed by selecting
the ‘Click here for search tips’ link or by typing http://www.certificates-
australia.com.au/general/search_tips_health.shtml into the Addresses area of your
web browser and pressing Enter key.

Advice on making a successful search

You may use the "*" character to search for zero or more characters in a name
which you do not know. For example searching for "John * Doe" will return both
"John A Doe" and "John Alan Doe". This is especially useful if you do not know a
middle name or how to spell part of a name.

You may also enter part of a name. For example seacrching for "John Do" will
return "John Doe".

If you are searching on the surname only, there is no need to fill in the First Name
field. For example, a search on "Doe" would return both "John A Doe" and "John
Alan Doe".

Only the first 50 names found will be returned.

If you tried a search and used the person's middle name(s) but did not obtain any
results, try the search without using the middle name(s).

When searching using an email address, the email address returned is the current

email address in the certificate, which may have superseded the address you
searched for.

Using the information provided in the previous step perform a Healthcare Public
Directory search.
For example enter ‘ebus.test@hic.gov.au’ in the Email Address field

If you have problems retrieving certificates or the Search function is not working
please send an email message containing a description of your problem to
registration@hesa.gov.au



5. Once the desired certificates are
located select the ‘Signing
certificate’ with the latest date by
checking the radio button that
corresponds to that certificate.

6. Select the radio button that
corresponds to ‘application/pkix-cert
(usually accepted by Internet
Explorer and 3rd Party PKI
Applications)’.

7. Select the ‘Get Certificate’ button.
The ‘File Download’ dialog box will
then open.

8. Select the ‘Save this file to disk’
radio button.

9. Select the ‘OK’ button. The ‘Save
As’ dialog box will then display.

10. Choose a directory to save the
certificate file in.

11. If your Internet Options are set to
“Notify when Downloads Complete”
(as illustrated at right) then the
following ‘Download Complete’
window will appear.

ar=dohn D Doe ;230690001 & ou-itsd, o=john doe,
canberra se-act,c-All
John doe Z20GEe mal ne

& OF Lt 2000 be O Uck 2000 (Signing Ceriflcabes o1 type HLL)

™ a7 ot 2003 te 08 Dot 2005 (Enervgtion Canificata of iype HCL)

WAl MIME-tyg e ihoukd res uos i ranimitling Bee sns e cailifeats?

" applicali orfoki=ced (ubuilly diouplad by lnlainal Exgleini and Jid Fady PE]

Apgkcatisng:

r

File Download

appd ol ordtesc 305 -ama i-oer Poually soos pled by Habioags)

(et cartifcaia

‘t'ou have choie bo downioad & e from his localion.

[=]

bt Do Signocer fom . enlificaoes ausiaka col

‘i sk o B bo dosith This file?
™ Opess s ke From it cument location

= By & beioie openrg the ype ol fls

[ ok ] cows | Mol |

Saver [ copboine =l =l sij=
Fika puaiioa: m _IE"‘"'

RS [ —— = Cancel

Intmmet Dptisns

il 1)

Genewd | Secusty | Privecs | Cont | Conmsctions | Puogesnes - defwanosd

g

Eoxra

|5 Aleugr sand UAL= sz UTF-E [reparns siar] :I
10 Ausorsasically chack: b ntarmat Exploser updatss

B Cieon urmnmd fvdden n H etosy and Fasostes foouims i)
B Cirabin zompd debuggng

I[] Cirplay & nodfcaton sbead wveey eept e

|5 Erabin kodar v by FTF otz

I[] Erasbias inuziad (in Ciarmaned firdarmal Explosn|

15 Erabis il (nCarmand [Qtha)

|5 Erasbln offrm iwre b ba ychronssd on a schachs

15 Erasbla pagm o

I[J Erasbls Parzonsired Farvaribar Manu

|5 Erabis fudpmiy brosesr wdermions jeguser niztar]

dar T wwrmnal S wrvar (s

B Mot vebwn dovniaads conplete

B Showsfimncly HTTF wros rezages :




.
-"i“. Deevriasd Carplats
Sawed
crlorlfuors _ sl stes-samtaa con s

12. Press the ‘Close’ button.
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15. Select ‘Save this file to disk’ radio
button.
16. Select the ‘OK’ button. The ‘Save

As’ dialog box will then display. I g sich B et i B A
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certificate in.
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18.

19.

20.

21.

Switch to Internet Explorer, select
‘File’ from the main menu then
select ‘Close’. Microsoft Internet
Explorer application will then close.

Open Outlook 2003.

You can do this by double clicking
the Microsoft Outlook Icon with the
left mouse button.

Select ‘Tools’ from the main menu
then select ‘Address Book...’

The Windows Address Book will then
open.

Select ‘File’ from the main menu of
Windows Address Book (WAB) and
select the ‘New Entry...’ option.
The Contact Type window will be
displayed.

a Baltimore Certificates Australia

File  Edit  Miew

Hew »
Chrl+0

Favontes Toc

Open...
it
e flEE
Save bz,

| =

T
-1

Page Setup...
Frirt....
Pritt Preyigw. ..

Ctrl+F

Send b
Import and Export...

Properties

B (mtbzuk Today - Maszand Oulioak

Di G e Fgtm | Tock | sciom ek

it - || CiomdReg - iR v #
: S FLacatn Sathings (8 — |
Addressfook,,  CUHSHHE B
[ uliack; Sharioudz = |
2 - e Chie
@ Agherosd Frel,, CiHSHAEHF
Dok Tody |G ot weard. ..
Plglteyd Oeaeg
%;I £ Erphy “Dalsbed (ara® Pridsr
bz e b
.‘@ e ¥
"
Tk oun the ey
Csrd
el o
@} Chshonsze,
iy | apsons.

EZ Address Book

File Edit “iew Tools

Mew Er’ltf_'r'- -

MHew Meszage Chel+t —
larm

Sld ta Bersamal Address Bt et
Zar

Delete Ctrl+D

Froperties

LCloze Al+F4




22. Select New Contact and select the
‘OK’ button.
The contact details window will be
displayed.

23. Type the required details in the
‘General’ Tab of the contact
(including the contact’s personal
details and email address) then
select the ‘Certificates’ tab to
display the Certificates associated
with the contact.

24. Select the ‘Import..." button.
The ‘Locate Certificate’ dialog box
will be displayed.
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25. In the ‘Look in:” area of the dialog
box navigate to the directory you
saved the certificates in

26. Highlight the file ending in
‘Encrypt’ from the list displayed.

27. Select the ‘Open’ button to initiate
the certificate import.

28. Select the ‘Import...” button. The
‘Select digital ID file to import’
dialog box will be displayed.

29. In the ‘Look in:’ area of the dialog
box navigate to the directory you
saved the certificates in

30. Highlight the file ending in ‘Sign’
from the list displayed.

31. Select the ‘Open’ button to initiate
the certificate import.

32. Select ‘File’ and ‘Close’ to return to
the Windows Address Book.

33. If you are prompted to save your
changes, select “Yes”.

34. Select ‘File’ from the main menu of
Windows Address Book (WAB) and
select the ‘Close’ option.

Windows Address Book will then
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35.

close.

Switch to Outlook 2003, select ‘File’
from the main menu then select
‘EXit’.

Microsoft Outlook 2003 will then
close.

‘/ You just added a new contact to Windows Address Book without using

LDAP support.



