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How to set up Outlook 2007 with an Exchange (POP) Account 
 

1. * Launch the Outlook application. 
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2. Choose Yes in the radio button and click on Next 

 

  
 
 

 



* NOTE: In some cases Outlook 2007 will launch the program instead of the Outlook 2007 
Startup wizard, when this occurs click the Tools menu. Trace to and select Account 
Settings. The Email Accounts window will display as the shown below.  
 
- Click on New to add a new E-mail Account. 
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3. Place a checkmark on Manually configure server and click Next 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. The Internet E-mail Settings window will display.  
 

a.  In User Information, enter your name and your email address. 
 
b. In Server Information, the incoming server is mail.lausd.net. The outgoing 

server is mailout.lausd.net if you are on LAUSDnet.  If you are setting this up 
from home, the name will depend on the SMTP used by your Internet Service 
Provider.  Please contact your ISP for their SMTP information.  

 
c. In Logon Information, enter your Single Sign-On user name in the User Name 

field (either firstname.lastname or abc123) then enter your single sign on 
password, then click More Settings. 
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5. In the Advanced tab, make sure to check the following items: 
 
d. This server requires an encrypted connect (SSL) 
 
e. Leave a copy of messages on the server 

 
f. Remove from the server when deleted from “Deleted Items” 

 
g. Click Ok. 

 

 
 

 
NOTE: WHEN USING ANY POP MAIL CLIENT TO RETRIEVE E-MAIL FROM YOUR 
EXCHANGE MAILBOX, YOU WILL REMOVE YOUR MESSAGES FROM THE SERVER BY 
DEFAULT.  IF YOU DESIRE TO LEAVE YOUR MAIL ON THE SERVER FOR FUTURE 
ACCESS USING OUTLOOK OR OUTLOOK WEB ACCESS, PLEASE USE THE FOLLOWING 
INSTRUCTIONS TO ADJUST THE SETTINGS AND ONLY DOWNLOAD A COPY OF YOUR 
MAIL.  THIS WILL ALLOW YOU TO RETRIEVE A COPY OF YOUR MAIL AND LEAVE THE 
ORIGINAL MESSAGES ON THE EXCHANGE SERVER. 
 
Once messages are downloaded to your computer and removed from the server, this is the only 
copy of the messages that will be available.  Thus, if your computer hard drive should become 
inaccessible, your messages will be lost.  It is recommended that you backup your Outlook mail 
folders occasionally and copy the backup to another drive.  The Microsoft Support web site 
provides instructions on one way to do this: http://support.microsoft.com/kb/829971   
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http://support.microsoft.com/kb/829971


6. Click on the Test Account Settings button to ensure the account has been set up 
correctly.  

 

 
 

If the account was set up correctly, you will get the following message.  Click the Close 
button. 

 

 
 

7. Click Next on the preceding screen to complete the set up process, and then click 
Finish. 
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