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What to do next school day?  

1. Open Microsoft Outlook as you normally would. 
 

2. In the top left corner, select File > Account Settings > Account Settings… 
 

 

 

3. Select your @nbc.vic.edu.au account and click Change… 
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4. Select Manual setup or additional server types and click Next. 
 

 
 
 

5. Update the Email Address and User Name fields to match your new email address 
(Firstname.Surname@nbc.vic.edu.au). Then Click More Settings … 
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6. Update the Mail Account field to match your new email address (firstname.surname@nbc.vic.edu.au). 
Then click OK. You will be returned to the previous screen, click Next. 
 

 
 

7. An email test window will now appear to validate your account. Once the two tasks complete 
successfully (shown by the green ticks on the left side) your account has been successfully 
reconfigured. Click Close, Finish, Close. 
 

 
 
 
 
If you run into any issues, please log it on the NBC ICT Helpdesk. 
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