What if | haven’t received emails for a few hours or a few
days?

It could be that your Outlook client is set to “Work Offline”. This can be verified by looking at
the status area of the Outlook client.

Mailbox - CIS Helpdesk - Microsoft Dutlook 1ol =|
© Ele Edt Wew Go Tools Actions Help | Email Templatd  Frequent Files  Frequent Folders  Adobe PDF
| B  drchive... ANew - B sendiReceive sl | 4 00 0 | \Reply © dReplytoal (o Forward | L SendfReceive - | [ B

EQIS Staff Meetings PC Deployment PC Inwventory.mdb AVD Inventory EquigContral Dell Orders AD Dell Premier Orders calls

: & Cakegories... PortsConn ! g6t | @Back @ | CH Lﬁa | 2 | Ny | Messages =N zd! !
: Add to Favorites... @ Back @) | [ [ | {3} @ | outlook:iMailbox - CIS Heldesk ~ Dell Suppart eh WYPL RIEPF !

EPrintersl B Account Request Battery Student Email Support Student Support Moudz Fequest Person Leaves Mon-FT Acct Req B

: weekly Calls Repart SP1 IO DO - WORK TO DO - PER ! 2 EList v !

Folder List Mailbox - CIS Helpdesk
all Folders Arranged By: Date

€0t Marcus, Robert E

3 archive Folders

3 archive Folders

5 Before December

£ Deleted Ttems

3 Mailba - CIS

= Mai  Helpdesk:
5 Mailbox Backup 5-21-07
5 Public Folders

£ SAVED YMAILS

3 Supervisors_0&
o E i o El

Mewest on top

|»

e P A

|D Items | |@| Offline = 4




To change the setting to “Online”, just select the File Menu and click on “Work Offline”; this
will remove the check mark.
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New emails should start to appear in your Inbox.



