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Guide to repair Outlook MyGovUC profile

1. Close Outlook and Lync application (if Lync/ Skype For Business is running)
- To close Lync application, right-click the icon at the bottom-right of desktop, and click
Exit

onfiguration Information

Sign Out

Sign-in Logs

Open

Exit

2. Open Control Panel > Mail > Email Accounts

(A Mail Setup - Outlock X

Email Accounts

l';:; ._'_:.',] Setup email accounts and directories. E Email Accounts... i
p

Data Files

4 Change s:_attings for the files Outlook uses to Data Files...
% store email messages and documents.,

Profiles

Setup multiple profiles of email accounts and Show Profiles
data files. Typically, you only need one. =

Close
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3. Highlight user account profile, and click Repair

r@ Account Settings 1 u

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

lg Mew.. |5 Repair.. |5 Change.. @ setas Default 3 Remove # &

Mame Type

@ ruzita.mpic@1govuc.gov.my Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

ruzita@mpic.gov.my\Inbox
in data file C\Users\ruzita.mpic\..\Outlook\ruzita.mpic@1 govuc.gov.my.ost

Close
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4. Change E-mail Address to 1GovUC account (eg. user.agensi@lgovuc.gov.my)

-
‘Q Repair Account

==

Auto Account Setup
Cutlook can automatically configure many email accounts.

(@ E-mail Account

Your Mame: Ruzita Jamaludin

Example: Ellen Adams

E-mail Address: ruzita@mpic.gov.my

Example: ellen@contoso.com

() Manual setup or additional server types

< Back LN&H> ][ Cancel ]

-
‘Q Repair Account

Auto Account Setup
Cutlook can automatically configure many email accounts.

@ E-mail Account

Your Name: Ruzita Jamaludin

Example: Ellen Adams

E-mail Address: ruzita.mpic@1 govuc.gov.my

Example: ellen@contoso.com

‘| ) Manual setup or additional server types

< Back i Mext = ][ Cancel
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5. Click Next and Finish

r k|
(A Repair Account ﬂ

Congratulations!

Configuring

Outlook is completing the setup for your account, This might take several minutes,
v Establishing network connection
v Searching for ruzita.mpic@1 govuc gov.my settings

W Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

= Back [ Finish ][ Cancel

6. Reopen Outlook, ensure Outlook status is connected
7. If the Outlook status is Working Offline, go to Send / Receive tab, and click Work Offline

This folder was last updated at 18&32. (%) Working Offline

Home Send / Receive Folder View Attachments

— 2+ Update Folder |_=_|r [}, Mark to Download ~ %
1 Ssenaan -0 [] Unmark to Download + :

Send/Receive ) Show Cancel Download Download
All Folders [ Send/Receive Groups= | progress Al Headers - Process Marked Headers ~  preferences -

Send & Receive Download Server Preferences

8. Outlook will be online and will start updating the mailbox content.

All folders are up to date, Connected to: Microsoft Exchange
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