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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 Repair… 
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4. Click Advanced Options and tick Let me repair my account manually, then click Repair. 
 

 
 
 

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

 

 

 

 

 

mailto:Firstname.Surname@nbc.vic.edu.au
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6. A Google prompt should now appear. Please enter your new email address and click Next.  

 
 
 

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

 
 
 

8. Scroll down and click Allow. 
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9. Click Done. Your account should now be successfully reconfigured. 
 

 
 
 
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. 

http://northernbaycollege.freshdesk.com/support/tickets/new

