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1. Intention

This document is intended for users who were recently migrated or are having issues with

accessing a secondary mailbox, bad auto-complete history and general Outlook misbehavior.
Before proceeding it is a good idea to back up your rules, here is Microsoft’s directions on this.

http://office.microsoft.com/en-us/outlook-help/create-a-backup-copy-of-your-rules-
HP010356456.aspx

2. Instructions

Step 1. Navigate to the control panel and click on Mail

T @ » Control Panel » All Control Panel ltems » v O Search Control Panel 2
Adjust your computer’s settings View by:  Smallicons ~
P Action Center Administrative Tools €. Akamai NetSession Interface Control... [ AutoPlay
%l BitLocker Drive Encryption g.—‘ Color Management E;n\. Configuration Manager Credential Manager
¥ Date and Time [ Default Programs & Dell Audio B Dell Touchpad
=4 Device Manager @ Devices and Printers B8 Display @ Ease of Access Center
€ File History Flash Player (32-bit) Folder Options |4 Fonts
E Free Fall Data Protection % HomeGroup .& Indexing Options Intel® HD Graphics
Internet Options |£] Java (32-bit) &2 Keyboard ﬁi Language
Location Settings P Mail F Mouse 5F Network and Sharing Center
33 Notification Area lcons g Mail U;J Phone and Modem 3 Power Options
Programs and Features i#:' 9 Region 5 RemoteApp and Desktop Connections
ﬁi Sound é Speech Recogniticn 2 Storage Spaces @ Sync Center
18 System Taskbar and Mavigation Troubleshooting 82, User Accounts
¥ Windows Defender o Windows Firewall @ Windows Mebility Center .‘=. Windows Te Go
& Windows Update B Work Folders

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Tuesday, September 23, 2014
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Step 2. Click on the Show Profiles... button

E-mail Accounts

. '% Setup e-mail accounts and directories,

S5

Drata Files

& Change sefctings for the files Outlook uses to Data Files...
&@ store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and Shaow Profiles...
data files. Typically, you only need one. =

Close

Note: If you have any personal Archive files (under the Data Files...) button, take note
of where they are so that you can back them up if necessary and add them back to your
Outlook profile after completing this procedure.

Step 3. Click the remove button for any profiles you have setup and click on the

OK button once all the profiles have been removed.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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General

@ The following profiles are set up on this computer:

goff
Samson
Test Cortez

Eemove Froperties || Copy..

When starting Microsoft Outlook, use this profile:
@Erompt for a profile to be used
DAIways use this profile

Samson

Step 4. While still in the Control Panel, click on Credential Manager

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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1+ B8 » Control Panel » Al Control Panel ltems

Adjust your computer's settings

P Action Center

& BitLocker Drive Encryption
@ Date and Time

ﬂ Device Manager

r@ File History

u Free Fall Data Protection
Internet Options
Location Settings

O Notification Area lcons
Programs and Features
iﬂ Sound

Ll System

B Windows Defender

& Windows Update

3 Administrative Tools
B Color Management
Default Programs
ﬁ Devices and Printers
Flash Player (32-bit)
ﬁ HomeGroup

Java (32-bit)

B mail

El Personalization

@ Recovery

@ Speech Recognition
Taskbar and Mavigation
ﬂ ‘Windows Firewall
,ﬁ Work Folders

€ Akamai NetSession Interface Control...

Eﬁ Configuration Manager
& Dell Audio

!_I Display

Folder Options

8 Indexing Options

&2 Keyboard

¥ Mouse

Phone and Modem

(ﬁ Region

& Storage Spaces
Troubleshooting

E Windows Mability Center

v Search Control Panel -l

View by:  Small icons =

@ AutoPlay

B Credential Manager

B Dell Touchpad

9 Ease of Access Center

,j'\ Fonts

Intel® HD Graphics

§$ Language

iﬂ_ MNetwork and Sharing Center
3 Power Options

@ RemoteApp and Desktop Connections
@ Sync Center

&5 User Accounts

i‘h Windows To Go

Step 5. Clear out any entries preceded by MS.Outlook by clicking on the down

arrow next to the entry and clicking the ‘Remove’ button.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology

Tuesday, September 23, 2014
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@ - 4 » Control Panel » All Control Panel ltems » Credential Manager v Search Control Panel el
Control Panel Home TERMSRY/p01 Modified: 6/13/2014 () ~
TERMSRV/p02 Modified: 6/20/2014 ()
Certificate-Based Credentials Add a certificate-based credential
Mo certificates,
Generic Credentials Add a generic credential
MS.Outlook. 15:samson.villani@ucdenver.edu Modified: 8/11/2014 ()

Internet or network address:
MS.Outlook.1::samsen.villani@ucdenver.edu

User name: samson.villani@ucdenver.edu
Password: sesreees

Persistence: Enterprise

Edit Remove

SOP_0365 Modified: 7/16/2014 @
MicresoftAccountiuser=villanous@oeutlock.com Medified: Today @
MicrosoftOfficel5_Data:live:cid=ad0ea7a32c09c196 Modified: Today @
TERMSRV/citrixsql Modified: 6/13/2014 ®
TERMSRV/ex1p Meodified: 6/28/2014 @
TERMSRV/ex2a Modified: 8/25/2014 @
TERMSRV/ex3a Meodified: 6/25/2014 ®
TERMSRV/ex3p Meodified: 2/14/2014 @
seealso virtualapp/didlogical Modified: Today @

User Accounts

Step 6. Click Yes on the Delete Generic Credential window that will pop-up.

ﬁ Are you sure you want to permanently delete this Generic
credential?

Internet or netwark address: M5, Outlook.1%:samsonavillani@ucdenver.edu
User name: samsonvillani@ucdenver.edu

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Tuesday, September 23, 2014
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Step 7. Open up Windows Explorer and navigate to

C:\Users\username\AppData\Local\Microsoft\Outlook

Home Share View v 0
@ AR O I S\ Users\villanis\ AppData\Local\Microsoft\Outlook] V| ] Search Outlook »L
¢ Favorites MName ‘ Date modified Type Size L)
B Desktop . Offline Address Books 8/13/2014 2:41 PM File folder
4 Downloads . RoamCache ) 074 10:34 AM  File folder

%3 Dropbox ~ 1d6e814c6d0d 10456 7d6c Thd037946¢1 - .. O 410:51 AM XML File 4B
i‘_—‘l Recent places | 2b326f5fcBd2544820ealf3b0f6I50e - Aut..  9/19/2014 11:17 AM XML File 5KB
| Bdadea’B6d9353408f1e55a53a1022dd - A, O/ XML File 4B
& OneDrive | BeTaddbBfaTelf4c086278351e5ecals - Au.. O XML File 3KB
| Oefeble29ea4504796eaTT0aecBa2cd] - Au... 9 XML File 5 KB
1M This PC _ Of3aTelBeT4cc045802eadd21d3a158d - A &/ XML File 11KB
I Desktop © 27¢129a86402c04797caf6052ebalBff - Aut.. 9/ XML File 10KB
F| Decuments | 20e091e546f2da48b41f51806bd 17175 - A O XML File 5KB
8 Downloads | 833495e40247Tb340983670bc6884a8be - A, 9 XML File 5KB
U Music | 746030486179bc4888234e436c076d55 - A... 9 XML File 5KB
£ Pictures _ 2a9ddb3ch0bAf4iBa62Tb4Td4010bac - A.. 9 XML File 4KB
B Videos | £a3233134fed504d022a16358d3 788 - .. O/ XML File 5KB
£, OSDisk (C:) | cdaTa303cTdc344eb0d0f4fba2dca5M0 - Au... 9 XML File 5KB
S [T5-Shared (WLEXUS) (G:) | e295ddd218c8dad50daccTAe825¢584 - A 9 XML File IKB
G villanis$ (WLEXUS) (H:) £7532a2e6cbfddd3bfT40bac0630baT0 - A... 9 29 AM XML File 5 KB
G ernail-team [\lexus) (M:) J Inferences1DEER14CEDODT045E7DECTED...  9/19/2014 11:06 AM XML File 1KB
G TS (ALEXUS) (5:) 1 Inferences6DAIEATB6DO353408F 1ES5A53...  9/18/2014 :03 PM XML File 2KB
1 Inferences6DAIEATB6DO353408F 1ES5A53...  0/18/2014 455 M XML File 1KB
€ Network 1 InferencesOFFEB1E29EA4SO4TIBEATTOAE... 9/ XML File 1KB
1 Inferences2TC1A9AB6492CO47ITCRFE052... O XML File 2KB
1 Inferences2TC1A9AB6492CO4797CRFE052... O XML File 1KB

1 Inferences39E0G1ES46F2DA4BBAIFS1806B...  9/23/2014 10:35 AM XML File 4B .
S e A7 A ANEF AN AT ANAANETAR,ER AFATINA A AT AR ST 4w

33 items

Note: In order to see the AppData folder you will need to turn on show Hidden items
option, in Windows 8 you can do this from the View tab. On Windows 7 you can do
this from the ‘Organize’ drop down window, Folder and Search Options, Click on the
‘View’ tab and click the option ‘Show hidden files, folders and drives’

Note: Take note of any personal archive files that may reside in here (files that end
in .PST) and move them to another location, a personal Network drive would be ideal.

E [T Preview pane K| Extra large icons (= Large icons & Medium icons I:II (o] Group by - [ ttem check boxes d
- = = : i ¥=
mDeta\Is pane = Small icons FF List == Details [[[] Add columns = [V File name extensions i
Mavigation E= A= - sort ., Hide selected ~ Options
pane > &= Tiles I Content i pyv [oSizeall columnstofit  [v Hidden items items -
Panes Layout Current view Show/hide

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Tuesday, September 23, 2014
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x
CIC) [ thromes - General View | Search |
- r Folder views
e You can apply the view (such as Details or lconz) that
T e you are using for this folder to all folders of this type.
- Libraries  [eohiofoldes | Reset Foders
J___' Open a library to see your fles and arm
; — Advanced settings:
ne ] = ﬁ‘é‘mu | Files and Folders -]
Select all e ary D Always show icons, never thumbnails
- O Aways show menus
[ JLayout k I Videos Display file icon on thumbnails
Folder and search opbions Library Digplay file size information in folder tips
> [ Display the full path in the ttle bar (Classic theme only)
%

, Hidden files and folders

B e a ) Niont show hidden files folders ar drives
Py aperties Show hidden files, folders, and drives

Hide empty drives in the Computer folder

Hide extensions for known file types

Close Hide protected operating system files (Recommended) LI
T —
5 villanis$ (\WLENLIS) (H:] Restore Defaults |
S 1ms (wows) (51
. ok | cancel | popy |
€ tetwork

Step 8. Select everything in this folder by clicking Ctrl+A and hitting the delete button

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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Home Share v 0
@ = T 0 v ThisPC » OSDisk(C:) » Users » willanis » AppData » Local » Microsoft » Outlock v & Search Outlook el
¢ Favorites Mame : Date moedified Type Size "
B Desktop | Offline Address Books 8/13/2014 241 PM  File folder
4 Downloads .. RoeamCache 9/23/2014 10:34 AM  File folder

%7 Dropbox 1d6eB14cbd0d104567d6c7Tbd037946¢1 - ... 9/19/2014 10:51 AM XML File 4KB
2 Recent places | 2fb3265fc8d2544820ea9fIb0f65%e - Aut...  9/19/2014 11:17 AM XML File 5KB
| 6da3ea786d19353408f1e55a53a1022dd - A...  9/18/2014 5:01 PM XML File 4KB
#& OneDrive | BeTad4bBfaTe8f4c986278351e5ecals - Au... 9/9/2014 8:29 AM XML File 3KB
_ Gefeble29ead504790eaTT9aecBa2c 3] - Au..  9/19/2014 11:59 AM XML File 5KB
1M This PC | 95a7e28eT4ccd5802eadd21d3a158d - A 8/13/2014 234 PM XML File 11 KB
i Desktop | Z7c1a9aB6492 04797 cBE052ebalBff - Aut..  9/4/2014 7:50 PM XML File 10 KB
| Documents | 39eD91e5462dadBb41f51806bd 17175 - A 9/23/2014 10:34 AM XML File 5KB
4 Downloads | 832495e40247b340983670bc688aBbe - A 9/17/2014 24TPM XML File 5KB
o Music | 746030486179bc4888234e436c076d55 - A, 9/11/2014 1:39PM XML File 5KB
= Pictures ~ 3a%ddb3chI0bBf4fBab2Tbd7da010bac - A..  9/19/2014 1:41PM XML File 4KB
H Videos © a3233134ed594d922a16350d3788ee - A, 9/23/2014 10:29 M XML File 5KB
E. O5Disk (C:) | cdaTa303cTdc34deb0doi4fba2Oc5M0 - Au.. 9/19/2014 1252 PM XML File 5KB
¥ IT5-Shared (WLEXUS) (G:) | e295ddd218cBdad59daccTBeB25c504 - A 9/9/2014 .21 AM XML File 3KB
S villanis$ (WLEXUS) (H:) | €7532a2ebcbfdd43bfT49baclb39baTl - A, 9/19/2014 T29AM XML File 5KB
C# email-team (V\lexus) (M:) E Inferences1D6E314CEDOD1045B7D6CTED...  9/19/2014 11:06 AM XML File 1KB
S TS (WMLEXUS) (5:) E Inferences6DA3EATB6D9353408F1E55A53..,  9/18/2014 5:03 PM XML File 2KB
E InferencesbDA3EATB609353408F1E55A53...  9/18/2014 &35 PM XML File TKB
“! Metwork E InferencesOEFEB1E29EA4S9479BEATTOAE...  9/19/2014 12209 PM XML File TKB
E Inferences2 7C1AOAB6492C04797CBFE052..,  9/4/2014 7:47 PM XML File 2KB
E Inferences2 7C1AQABB492C04797CBFR052..,  9/4/2014 7252 PM XML File TKB

E Inferences39E091E546F2DA4BB41F518068...  9/23/2014 10:36 AM XML File 4KB "
= 07 A ANEF ANTATRN ANNANETANC A AT AT A A 1 wn

33itemns 33 items selected

Step 9. Configure your Outlook profile over again according to the following

document. http://www.ucdenver.edu/Email/Cloud/Pages/Microsoft-Outlook.aspx

Microsoft URL for setting up Outlook profile for different

versions of Outlook

http://support.microsoft.com/kb/829918

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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