How to remove your Outlook profile and recreate account

If Outlook has stopped working it may be necessary to remove your Outlook profile and recreate it.

The following steps will show you how to do this.

1. Open the “Control Panel” on your PC. For windows 8 and 10 users you can right click in the
lower left corner of your screen and choose Control Panel from the menu.

2. Click on “Mail (32 bit)”. If you are using category view you will find Mail under “User

Accounts”.
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3. This should bring up the Mail setup box. Click on “Show Profiles”

") Mail Setup - Outlook | x |

E-mail Accounts

E _;_3] Setup e-mail accounts and directories. | Email Berciinbe |
o

[Crata Files

# Change settings for the files Outlook uses to 4 Data Files...
&ﬁ store e-mail messages and documents.

Profiles

% Setup multiple profiles of e-mail accounts and | Show Profiles...

data files. Typically, you only need one. /‘-

Click Show Profiles

Close

4. Remove the profile “Outlook” and then click “OK”
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Select Outlook and click remove
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When starting Microsoft Qutlook, use this profile:
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5. Now you have removed the profile you will need to start Outlook and run through the initial
setup again. If you are asked for a profile name the next time you start Outlook, just call it
“Outlook” again.



6. Start Outlook and click “Next” for the first two windows. Fill out the required details and
click “Next”.

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts,

(®) E-mail Account

Your Mame: Your Mame
Example: Ellen Adams \ s ol
Fillin the details like
E-mail Address: Your.Mame@henleyhs.sa.edu.au shown AR M) I, O
name and email
Example: ellen@contoso.com
address
Password: P

Retype Password: ****“"*’1

Type the password your Internet service provider has given you.

(") Manual setup or additional server types

< Back Mext > Cancel

Add Account

Searching for your mail server settings...

Configuring

Cutlook is completing the setup for your account. This might take several minutes.
v Establishing network connection
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Logging on to the mail server

< Back Mext > Cancel

*You may have to wait a few minutes or so while the wizard searches for your account on
the server.



7. You will be prompted for your account credentials.

Windows Security >

Microsoft OQutlook
Connecting to test.student@henleyhs.sa.edu.au

test.student@henleyhs.sa.edu.au
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Enter your password
and tick "Remember
my Credentials”
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Cancel

Add Account

Searching for your mail server settings...

Configuring

Qutlook is completing the setup for your account. This might take several minutes,
" Establishing network connection
BV Searching for test.student@henleyhs.sa. edu.au settings
o Logging on to the mail server

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

[ change account settings | Add another account...

< Back Cancel

Click “Finish”. Outlook should now open and start syncing your emails.

The process is now complete.



