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What to do next school day?

1. Open Microsoft Outlook as you normally would.

2. Inthe top left corner, select File > Account Settings > Account Settings...
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Account Settings

Change settings for this account or set up more connections.
Get the Outlook app for iPhone, iPad, Android, or Windows 10 Mol
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Account Settings...

Add and remove accounts or change
existing connection settings.
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Account Name and Sync Settings

Update basic account settings such as
account name and folder sync settings.

Server Settings
Update logon information, such as server
name, port, and authentication settings.

Change Profile
Restart Microsoft Outlook and choose a
different profile.

Manage Profiles

Add and remove profiles or change
existing profile settings.
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3. Select your @nbc.vic.edu.au account and click Repair...

Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its settings.
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Selected account delivers new messages to the following location:

test.migration.a@nbc.vic.edu.au\lnbox

in data file C\Users\..\Outlook\test.migration.a@nbc.vic.edu.au.ost
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4. Click Advanced Options and tick Let me repair my account manually, then click Repair.

& Outlook

Email address

test. migration.a@nbc.vic.edu.au

Advanced options 4

+| Let me repair my account manually

5. Update the User Name field to match your new email address (Firstname.Surname@nbc.vic.edu.au).
Then Click Next.

IMAP Account Settings

test.migration.a@nbcvic.edu.au

Incoming mail A

User name I firstname.surname@nbc.vic.edu.au I

Server | imap.gmail.com Port | gg3

Encryption methed | S51/TIS =

Require logon using Secure Password Authentication
(SPA)

Outgoing mail w

Go back Mext
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6. A Google prompt should now appear. Please enter your new email address and click Next.

Google

One account. All of Google.

firstname.surname@nbc.vic.edu.:

Find my account

7. Enter your password and click Sign in (Ensure Stay Signed In is ticked before clicking Sign In).

Google

One account. All of Google.

PY
®

migration.test@nbc.vic.edu.au

LI XL LY

E] Stay signed in Forgot password?

8. Scroll down and click Allow.

This will allow Microsoft apps & services to:

™M Read, compose, send, and permanently delete all
your email from Gmail

Associate you with your personal info on Google

See your personal info, including any personal info
you've made publicly available

& View your email address

By clicking Allow, you allow this app and Google to use your information in accordance
with their respective privacy policies. You can change this and other Account

Permissions at any time.
e m

Northern Bay P-12 College Page 3 of 4
Document prepared by Specialist Technicians



Educaticn
and Training NorthernBay r-12
College

! "!ORIA
State
Government

Google Email Migration Guide — Outlook 2019

9. Click Done. Your account should now be successfully reconfigured.

R Outlook

Account successfully updated

Once you start receiving emails again, you have successfully been reconfigured.

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