Taylor County Schools Technology Department
Reconfigure Outlook Client for E-Mail Migration

Summary

Due to the e-mail migration project all Outlook client users must reconfigure the Outlook profile for the new set of
exchange servers. Below are the steps on how to do the client reconfiguration.

Remove old Outlook profile and setup new Qutlook profile

click Control Panel.
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Navigate to Control Panel by clicking the search or start button, then search for Control Panel, and then
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e Click Mail. Sometimes this shows as Mail (Microsoft Outlook 2016) or Mail (32-bit) or something similar.

All Control Panel ltems - [m] x
&« v A » Control Panel » All Control Panel ltems v 0 Search Control Panel yel
Adjust your computer’s settings View by:  Smallicons ¥
2];_1 Administrative Tools @ AutoPlay @ Backup and Restore (Windows 7)

%Ql BitLocker Drive Encryption r;!J Color Management Credential Manager
j'Dateand Time rﬁj Default Programs & Dell Audio

'- Device Manager Fla Devices and Printers @ Ease of Access Center

File Explorer Options £ File History Flash Player (32-bit)

A Fonts od HemeGroup & Indexing Options

f Infrared } Intel® Graphics Settings Internet Options
| £ Java (32-bit) Keyboard g$‘ Language

Q Mail (32-bit) 0 Mouse 5% Metwork and Sharing Center
l:l;:l Pheone and Modem Q Power Options B Programs and Features
& Recovery ﬂ Region 5 RemoteApp and Desktop Connections
? Security and Maintenance i Sound @7 Speech Recognition

S Storage Spaces @ Sync Center A system
Taskbar and Mavigation [l Troubleshooting .93) User Accounts

@ Windows Defender Firewall & Windows To Go [§ Work Folders

e Click Show Profiles.
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e Click Apply, then click OK and exit out of all open windows.
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Launch the Outlook application from your desktop or start menu. Navigate through the wizard by
clicking Next. You should see your account auto-populate based off of the credentials you're logged in
on the computer with. You may be prompted for a password during this process.

To make sure your Outlook client is working properly, make sure that the status in the bottom right
shows Connected to Microsoft Exchange and you’re receiving new mail.
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