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Simple Tricks for

Troubleshooting

4 Outlook

Yourself

By Lisa Hendrickson

icrosoft Outlook is the
most popular business
software program in the
world, and its top rank-
ing is well deserved. It
manages so much of our business and
personal life in one big window. Because
we rely on it for our e-mail communica-
tions, meeting scheduling, and contact
management, what happens when it
does not work right? How do you go
about troubleshooting it? As a Micro-
soft Outlook expert, I present to you the
simple tricks I teach my clients so you
can troubleshoot Outlook yourself.

Before I get started, I’'m going to
teach you how to prevent Outlook is-
sues. The first thing you want to learn
is how to close Outlook properly. A lot
of people think that you can close Out-
look by clicking on the X in the right-
hand corner of the program. To close
Outlook properly, you should actually
go to File in the upper left, and then go
down to choose Exit. This method actu-
ally disconnects all the programs thatare
attached to Outlook and closes it from
running as a process. Clicking that X in
the corner can cause errors that prevent
Outlook from launching or opening cor-
rectly. Outlook 2013 and 2016 are prone
to streaming issues as well.

OUTLOOK WON’T OPEN OR LAUNCH

When Outlook is having trouble launch-
ing, you might see an error message say-
ing “Outlook is stuck on processing” or
“Loading Profile” —or, sometimes, noth-
ing happens, and it just doesn’t load at all.

Rebooting seems like the usual pro-
cedure your I'T department will tell you
to try first. Before doing that, however,
try these simple tricks, as rebooting
your computer can be the last thing to
try nowadays.

Use the Task Manager. If you don’t
see Outlook open at all, you should first
go down to your Task Manager and see
how many Outlook processes are run-
ning. End those tasks, then check to see
if Outlook launches and opens. Outlook
has a tendency to get hung up if it has
two or three “sessions” open, so you can
solve the problem by ending all of the
tasks and relaunching.

If you are using Outlook 2013 or
2016, another tip is to go into the Task
Manager and see if there are any “Click-
to-Run” programs running in the back-
ground processes. If so, end those tasks
and relaunch Outlook. Click-to-Run is
a small application process that assists
with installing and updating Office
365. (For technical details, see tinyurl.
com/qap8%hv.)

GPSOLO | March/April 2017

Published in GPSOLO, Volume 34, Number 2, March/April 2017 © 2017 by the American Bar Association. Reproduced with permission. All rights reserved. This information or any portion
thereof may not be copied or disseminated in any form or by any means or stored in an electronic database or retrieval system without the express written consent of the American Bar Association.



Try Safe Mode. You can also try to
open Outlook in Safe Mode. For Win-
dows 10 users, find the Ask Me Anything
Area (Cortana, the circle next to the
Windows icon in the lower left corner)
and type in Outlook.exe /safe. Outlook
will launch and give you an option of
what profile to open. If you only have
one profile, just click OK, and your Out-
look will launch in Safe Mode.

Once in Safe Mode, go to File, then
go to Options down below, then Add-
Ins. Go to the bottom area where you
will see Manage Com Add-Ins. Hit Go
and see what add-ins are there. Uncheck
some that you know you don’t use. If
you have Exchange, you’re going to
want to keep that; if you have Adobe
programs, you might want to keep
those. Sometimes you just have to nar-
row it down to see what the problem is.
Then hit OK, close Outlook, and try to
relaunch again.

Tip! If all the steps above fail, now
is the time to try rebooting. If this, too,
fails, contact your technicians. At least
you can tell them what you’ve already
done and save them some time in trou-
bleshooting—and impress them because
you’re a bit more tech savvy.

E-MAILS NOT SENDING OR RECEIVING
The first thing you want to do when your
e-mail is jammed is to look in your Out-
box to see if you have a lot of e-mails
sitting there waiting to be sent. If you see
many e-mails there, write down the list
of pending e-mails so you can go back
and send them later if need be. Before
doing any troubleshooting, check your
Internet browser and make sure you are
online. If not, then you have to reboot
or reset your Internet connection (WiFi,
hot spot, or Ethernet cable). I get calls
often about e-mail not sending/receiving
from clients who travel —their Internet
connection is spotty from using so many
different WiFi networks.

Delete the very bottom e-mail first.
Try deleting the pending e-mail at the
bottom; it’s most likely the culprit. It
is probably too large in size, and once
you delete it, it will allow e-mails to start
sending again. If that fails, try deleting
the rest and test them one by one. If you
cannot delete, try clicking the Shift +
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Delete buttons at the same time. This is
a “brute force” way to delete something
in Outlook.

If these efforts fail, then close your
Outlook (File>Exit) and try opening it
again and see if the e-mails send. If this
fails, you can then try to open the e-mails
in the Outbox and see if you can move
them to another folder or save them as
drafts. The Outbox needs to be empty.
Test a new e-mail after all e-mails are re-
moved from the Outbox.

Have your e-mail server settings
changed? If your e-mail is not send-
ing, it’s more than likely that the reason
is this: Your server settings may have
changed. If you have Microsoft Ex-
change, that’s probably not the issue.
Butif you have a POP or IMAP account
from alocal Internet service provider (or
AOL, Yahoo, or something similar), it’s
very possible that your server settings
did change, and you might want to con-
tact those companies first, or look on the
Internet to see what the incoming and
outgoing port settings should be. You
can find these settings in your e-mail ac-
counts area.

E-mail server settings sometimes can
give you issues if you have traveled re-
cently. Sometimes when you hop around
from an airport to a café while travel-
ing, your port settings may automati-
cally update for you, and you will need
to check them again when you get back
to your office.

If you’ve tried the tricks above
and your e-mails are still not sending
or receiving, then you might have a
deeper technical problem. Call your IT
specialist.

ERRORS KEEP APPEARING
Errors are very common with Outlook,
but many vanish as fast as they pop up.
Lingering errors should be looked at
by an IT professional if the steps below
do not help. I don’t recommend clients
spend a lot of time troubleshooting er-
rors, as professional troubleshooters
know how to fix them much faster and
take preventive precautions to ensure
your data is backed up before perform-
ing repairs.

That being said, suppose you’re
working in Outlook and an error pops
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up out of the blue. You can always take
a screenshot of that error and look at it
later. But the first thing I tell folks is to
close Outlook properly, relaunch, and
see if it goes away. Sometimes it will just
go away on its own.

If that doesn’t work, try rebooting
the computer, opening Outlook again,
and doing what you did before, seeing
if there is still an error.

Less is more with
Outlook, so keep your
mailbox well managed
and keep up with
computer technology.

SAFELY RESEARCHING YOUR ISSUE
Tip! Before doing any repairs, be sure
your computer is backed up.

Ask Google. Let’s say you still get the
error and you don’t have tech support,
and you want to see what Google has to
say about it. Start to type the first few
words of that error message, and as you
type, you can see what solutions will start
to auto-populate. Go to page one and find
the exact error match. Do not click on the
ads at the top of your search. Google now
has a feature at the top of your search that
shows you the most clicked answer, so
this is more assumedly safe to read. Even
though it’s easy to read, not every repair
is easy to do. YouTube will usually have
a how-to video of the repair being per-
formed, so you can watch it done before
tackling it yourself.

I you find yourself reading the fixes
for these errors and they seem too far
outside your range of technical knowl-
edge, you should always call a profes-
sional who knows how to do these fixes
for you. Don’t get caught up doing hours
of troubleshooting yourself —remember
what your time is worth. Also bear in
mind that you might spend hours fixing
these problems, but we probably can do
italot faster.
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Tip! Most Outlook technicians do
not fix Outlook errors by editing the
registry or reinstalling Office. This is
always our last choice for repairing.

OUTLOOK WILL NOT SEARCH
ANYMORE

A common problem with Outlook is
that the search function stops working.
This can happen after you have set up a

v

new e-mail account and it is download-
ing e-mail or has too much e-mail (most
common). Put your mouse in the Search
box area; look above and you will see
Search Tools, look below for Indexing
Status. A box will launch and alert you
of how many items remain to be indexed.
If yours is at zero, it’s more than likely
that your searching is working fine and
you have other issues. Let’s say that your
indexing has 150,000 items left to be in-
dexed. The easy fix for this is to leave
your Outlook open until it is back at
zero. This can take anywhere from a few
hours to a day or two.

If your index is now at zero but the
searching is still not working, the next
step is more technical and involves re-
building the search index of your com-
puter. Rebuilding the index should not
cause your computer or Outlook is-
sues, but I always recommend backing
up your computer or having your IT
technician perform this next step if you
are unsure.

To rebuild your computer index, go
to Search Tools in Outlook again, and go
to Search Options. A window will pop
up, and in there you can go to Indexing
Options. This is a little more of a tech-
nical fix, but it’s still pretty easy. Go to

the Advanced Button, Troubleshooting,
and then Delete and Rebuild the Index.

The rebuild can take one to four days.
You cannot leave your computer closed
for this time, otherwise it will take lon-
ger. You have to leave your computer on
for the entire rebuild phase.

OUTLOOK IS BECOMING SLUGGISH
Below are the most common reasons
Outlook may be slow or sluggish. Most
of these problems you can fix yourself
with the tips that follow (and many of
the tips I have already described above
will help, too). For the mailbox tune-up
and memory upgrade, you might want
to ask your IT technician to assist.

B Outdated Outlook/Windows
version. Outlook 2003 and
2007 are geriatric versions and
are challenging to fix and rein-
stall. Upgrading to Outlook
2013 or 2016 will definitely
speed up your Outlook. Con-
sider updating your version of
Windows, too.

B Mailbox in need of a tune-up.
Check e-mail size, and be sure
e-mail is balanced between e-
mail accounts and local PST
files. If you have years of e-mail
in Outlook, moving some older
e-mails such as sent and deleted
messages to alocal PST file will
help balance the load.

B QOutdated Add-Ins. Be sure
you have installed all the cur-
rent updates for your Windows
computer and your Office
programs.

B Old reminders. Dismiss all old
reminders, especially if you are
on an Exchange server; these
can cause Outlook to slow
down.

B Not enough computer hard-
ware memory (RAM) or hard
drive space. Outlook can re-
quire more memory as it’s con-
stantly working. If you notice
your computer is being sluggish,
have your IT technician check
your computer’s hard drive and
the memory installed. Memory
is inexpensive, so there is no
need to put this off until you
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buy your next computer.

There are a couple other things that
can cause Outlook to slow down. These
issues are not easy to repair yourself, but
I will describe them so you can alert your
IT technician.

B IMAP e-mails constantly syn-
chronizing. This is a sign of too
much e-mail and of the server
and Outlook not being in sync.

B Bad profile. When you open
Outlook, you are opening up
a profile that contains your c-
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mail accounts, special settings,
signatures, etc. These profiles
can go bad. If you are on an Ex-
change server, it’s easy to create
anew profile, butit’s just like
setting up a new computer —

you have to start over with ev-

erything from scratch. In my THE COMPLETE GUIDE TO
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People may think that Outlook runs
only on your computer, but when used
in a business setting, it’s a very active
program that communicates with the
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Internet, many computers, and other The Complete Guide to Divorce Practice: Forms
devices. Furthermore, it’s constantly and Procedures for the Lawyer, Fifth Edition is a
processing on a day-to-day basis. All valuable resource for all lawyers, whether for those
this creates the potential for break- just starting out or for those who want to build up

downs. The clients who contact me
the most often with Outlook prob-
lems have a lot of e-mail accounts, a

their document library. It is a proven system that
provides a winning strategy for family law practices.

host of third-party applications, and This complete divorce practice system can easily

many years of mail in one profile. Less be customized to fit each jurisdiction and case,

is more with Outlook, so keep your providing over 500 documents to efficiently take

mailbox well managed. Also, keep up clients through every step of the divorce practice.

with computer technology —the faster
your computer, the better Outlook will
perform. Finally, remember to back up
your computer and all Outlook data

The guide is easy to use, arranged in the natural
order of the divorce experience. Starting with

files on a daily basis. m clients, it follows through the interview, proceeds

through discovery, negotiations, mediation, and
Lisa Hendrickson (lisa@callthatgirl.biz) is the trial and ends with prenuptial agreements. Content
founder of Call That Girl (CTG) Technology Support, includes forms, checklists, worksheets, formal

which offers a full range of expert-level remote
technical support for Microsoft Outlook, including
Microsoft Exchange Migrations, Microsoft Office
365 consulting, and third-party applications.

motions, orders, pleadings, agreements, and letters.
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