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How to Pop Email to Outlook

Webmail Access

You can access your email account through the following URL: http://mail.usalocalbiz.com. The login is

your full email address and your account password. We do have tools available to hosted domains to
create new email accounts. Some want to take advantage of software like Outlook to view their email.
For those who have email popped to Outlook, we’ve developed these instructions that cover Outlook
2007, Outlook 2002, and Outlook Express 2006 setup.

Popping Email to Outlook 2007
Let’s take a look at how to pop your mail to Outlook.

First things first — check the version of Outlook you’re currently using by going to Help > About Microsoft
Office Outlook. The screen that displays will tell you your version. We'll begin with instructions for the
latest Office Outlook 2007 setup.

1. Open Outlook.

Select Tools > Account Settings.

3. Select NEW from the secondary toolbar in the display window. This will allow you to create a
new connection. You could also edit the existing pop email, if you have it setup for our old email
server. Whichever route you choose, you will need your original password to create the account.

4. Choose the first selection — Microsoft Exchange, POP3, IMAP or HTTP. We'll use Secure POP.

Add New E-mail Account [

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP,
Connect to an e-mal account at your Internet sarvice provider (ISP) or your
organization’s Microsoft Exchange server.

7 Other
Connect to & server type shown below,

[[(hext> | e |

5. After clicking next, do not enter information into the following screen. You will want to select
the checkbox on the lower left of the window — Manually configure server settings or additional
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server types.

J | Manually configure server settings or additional server types!

cppck [ meat> |

6. Select Internet Email — the first selection. Click Next.
Add New E-mail Account. 0 - iy

Cheose E-mail Service

<gack [ medt> | concel
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7. Enter your information into the relevant field. The account type is POP. The mail server for both
outgoing and incoming is: mail.usalocalbiz.com. The username is your full email address. The
password has stayed the same from the old mail server.

Change E-mail Account . . [&J

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: Jason Frye After filing out the information on this screen, we

recommend you test your account by dicking the
E-mail Address: jason@culocalbiz. com button below. (Reguires network connection)
Server Information

Test Account Settings ... l

Account Type: POP3
Incoming mail server: miail,usalocalbiz.com

Outgaing mail server (SMTP): | mail usalocalbiz.com

Logon Information
User Name: jasonEculocalbiz.com
Password: FEEEEREE
[/] Remember password
[~ Reguire logon using Secure Password Authentication (SPA) |w

< Back [ Mext = ]I Cancel |

8. Click More Settings on the above screen. You can edit the existing account to return to the
above screen, if you clicked NEXT.
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9. Afour tabbed dialog window appears. Select the second tab titled “Outgoing Server” and tick
the checkbox then the first radio button.

Internet E-mail Sethings & |

| General | Outgoing Server | Connection | Advanced

[#] My putgeing server (SMTF) requires authentication
@ Use same settings as my incoming mail server

") Leg on using
lser Marme!

Fasswiord
Remember password ]

Reguire Secure Password Authentication (SPA)

(7} Log on to incoming mail server before sending mail

Ok | [ Cancel

10. Select the fourth tab titled “Advanced” and tick the “This server requires an encrypted

connection (SSL) checkbox. This automatically changes the incoming server port number from
110 to 995. Leave that change as it is.

NOTE: You can also choose to leave a copy of your email messages on the server from this
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Advanced tab. Tick the checkbox and select the configuration you would like.

Interniet E-mail Settings |£|

| General | Qutgoing Server | Connection | Advanced |

Server Port Mumbers —

Incoming server (POP3): 995 | Lise Defaults

[#] This erver requires an encrypted connection (S5L)
Qutgoing server (SMTF): 25

IUse the following type of encrypted connection: | Mone |z|
Server Timeouts
Short I Long 1 minute
Delivery

=11
|| Leave a copy of messages on the server

Remove from server after

from server when deleted from 'Deleted Ttems'

o
R

M

MOVE

Ok I I Cancel

11. Click OK when you have the configuration complete. You can begin sending and receiving email
through Outlook.

Popping Email to Outlook 2002

Older versions of Outlook will have similar settings to the previously mentioned Outlook 2007 version.
Let’s take a look at the process of popping mail to your local machine.

1. Open Outlook.
Select Tools > E-mail Accounts.

3. Select Add a New Email Account. This will allow you to create a new connection. You could also
edit the existing email, if you have it setup for our old email server. Whichever route you
choose, you will need your original password to create the account.
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4. Select POP3 from the options.

E-mail Accounts

Server Type
‘ou can choose the bype of server your new e-mail acount will wark with,

" Microsoft Exchange Server

share documents.

t to & POP3 e-mail server bo download
vour e-mail.

" Map

mailbo Folders,
 HTTP

synchronize mailbox: Folders,

" additional Server Types
Conneck ko anather workgroup or 3rd-party mail server,

Conneck ko an Exchange server to read e-mail, access public folders, and

Connect ko an IMAP e-mail server to download e-mail and synchronize

Connect ko an HTTP e-mail server such as Hotmail to download e-mail and

< Back | Mext > | Cancel ‘

5. After clicking next, you will need to enter information into the fields to establish the connection.

The incoming and outgoing mail server values should always be mail.usalocalbiz.com. The

username should always be your full email address. Before finishing the account creation, select

the More Settings button and move on to step 6.

E-mail Accounts

Internet E-mail Settings {(POP3)

User Information

Your Mame: lJasnn Frye

E-mail Address: |jasun@cul-:u:all:ui2.l:l:um

Logon Information

User Mame: Jjasnn@culncalhiz.cnm

Password: 1********

¥ Remember passward

[ Log on using Secure Passwoard
authentication (SPA)

Each of these settings are required ko get wour e-mail account working.,

Server Information

Incoming rmail server (POP3):

Qukgoing mail server (SMTRE):

Test Settings

|mail .usalocalbiz,com

|mail .usalocalbiz, com

after filling out the information on this screen, we
recommend you test your account by dlicking the button
below, (Requires netwark connection)

Test Account Settings ...

< Back

More Setkings ...

Mest =

Cancel
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6. After clicking the More Settings button, a four tabbed dialog window appears. Select the second
tab titled “Outgoing Server” and tick the checkbox My outgoing server requires authentication.
The first radio button “Use same settings as my incoming mail server” will tick automatically —

leave it as is.

Internet E-mail Settings

General Outgoing Server | Connection ] Advanced ]

v My oukbgoing server (SMTP) requires authenkication:

{* |Jse same settings as my incaming mail server

" Log on using

|
v
-

" Log on ko incoming mail server before sending mail

ak

Cancel
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.com

connection (SSL) checkbox. This automatically changes the incoming server port number from

110 to 995. Leave that change as it is.

NOTE: You can also choose to leave a copy of your email messages on the server from this

Advanced tab. Tick the checkbox and select the configuration you would like.

Internet E-mail Settings

General] Outgaing Sewer] Conhection  Advanced l

Server Part Mumbers

Incoming server (POPI): Q95 Use Defaults

Iv iThis server requires a secure connection (SSLY

Qukgaing server (SMTR; 25

[ This server requires a secure conneckion (S5L)

Server Timeouks

Short = F—————— Long 1 minuke

Delivery
[ Leave a copy of messages an the server

g 10 =

r

0k | Cancel

8. Click OK when you have the configuration complete and then NEXT to complete creation of the

account. You can begin sending and receiving email through Outlook.

Popping Email to Outlook 2002

The instructions for Outlook Express 2006 assume you have an account created. To begin popping from
the Local Biz server, you must change two separate values.

1.
2.
3.

Open Outlook Express.
Select Tools > Accounts.
Double click the Account titled “mail.usalocalbiz.com”
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4. Select the second tab titled Servers from the opened dialog window.

*= mail.usalocalbiz.com Properties

Gerneral | Servers |Eu:unneu:tiu:un Securnty | Advanced

Server Infarmation

My incoming mail zerveriza |POP3 TEMVEL.

Incoming mail [POP3]: |mail.usalncall:-i2.u:u:um

Outgoing mail [SMTP]: |mail.usalncalbiz.cum

Incoming Mail Server

Account name:; | tezt@timbrya. com

Pazzword: |-------

Remember pazsword

[ ] Log on using Secure Pazsword Authentication

Cutgoing Mail Server

My zerver requires authentication Settings...

Ok ][ Cancel ][

Apply

5. Tick the checkbox titled My server requires authentication. It should appear as above, with your

Account name and password substituted.
6. Select the Advanced tab in the dialog window.

Page | 9



LocalBiz
Cormn

7. Select the checkbox titled “This server requires a secure connection (SSL) located underneath
the Incoming mail (POP3) field. This will change the port number from 110 to 995 — leave it as

changed.

*= mail.usalocalbiz.com Properties

General | Servers | Connection Sec:urit_l,l| Advanced

Server Port Mumbers
Qutgoing mail [SMTP]:

[] This server reguires a zecure conmection [S5L)

Incoming mail (POP3]

Thiz semver requires a secure connection [55L0]

Server Timeauts

Shart U Long 1 minute
Sending

[]Ereak apart mezzages larger than I:I KB
Deliven

[ Leave a copy of messages on server

EE

[ k. H Cancel ][ Apply

8. Click OK. And test the send/receive capabilities of the account. If anything doesn’t work, please

look over the instructions again before calling.
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