DELETE AND RE-ADD
YOUR COUNTY
EMAIL ADDRESS TO CELLPHONES

HOW TO GUIDE: FOR 10S MAIL APEB OUTLOOK APP AND ANDROID EMAIL APP




CLICK THE CORRESPONDING LINK BELOW TO
JUMP TO THOSE INSTRUCTIONS

iPhone iOS Mail App

Outlook App (same for both iPhone & Android)

Android Email App

As always if you have any issues please contact the helpdesk by calling #716-753-4281, emailing
ISHelpdesk@chqggov.com or submit a ticket online at https://support.chggov.com/home



mailto:ISHelpdesk@chqgov.com
https://support.chqgov.com/home

IPHONE MAIL APP

Settings

Search

Siri

Open the Settings icon on your iPhone

StandBy

Wallpaper

Maotifications

Sounds & Haptics

Focus

e Scroll all the way down to Apps and tap to open S

Face ID & Passcode "Mail" Mailbox Mailed

e When you open Apps they will be listed in Emergency SOS S el L
Privacy & Security

alphabetical order. You can scroll down to M for el IS R BN NG REE N

i it i iCloud 6)
Mail or type it in the search bar at the top. Cloud a1 11 nm &

space search

¢

e Tap to open the Mail app settings




Tap to open ‘Mail Accounts’

You have to choose your county email
account, which by default is called
‘Exchange’. However, you may have
named it something else like ‘Work’ or

‘Work Email’

Mail
Add or remove accounts, manage Siri & Search,

and customize how your mail appears and
works.

Mail Accounts

Show Contact Photos

Show To/Cc Labels

Mail Accounts

ACCOUNTS

Exchange

Mail, Conta , Calendars, Reminders, Notes

Add Account

Fetch New Data




Choose ‘Delete Account’ and confirm

by choosing ‘Delete from My iPhone’

It will bring you right back to the screen

for you to select ‘Add Account’

Exchange

Exchange

= Mail

. Contacts
Calendars
. Reminders

. Notes

Mail Days to Sync
Automatic Reply

Account Settings

1 Month

Mail Accounts

Add Account

Fetch New Data




Choose Microsoft Exchange

Enter your current county email address;
your county “username”, E.G.

username@chqgov.com

You can leave the description defaulted to

‘Exchange’ or feel free to re-name if needed

Hit ‘Next’ in the upper right hand corner

Add Account

& iCloud

Exchange

Email Jessica.Kordon@chggov.com

Description Exchange
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123 space return

¢



mailto:username@chqgov.com

A pop up will appear -

choose ‘Sign In’

A second pop-up will appear

— choose ‘Continue’

Then you will be prompted to
sign in with your network
password that you sign into

your computer with

Cancel Exchange Next

Email testuserc20@chggov.com

Description Exchange

Adding an Exchange account will allow the Exchange
administrator to remotely manage your device, The
administrator can add/remove restrictions and remotely
erase y

Sign in to your “chqgov.com”
Exchange account using
Microsoft?

Your email address will be sent to
Microsoft to discover your Exchange
account information

Configure Manually

I Sign In I

Email testuserc20@chggov.com

Description Exchange

Adding an Exchange account will allow the Exchange
administrator to remotely manage your device. The
administrator can add/remove restrictions and remotely
erase your device.

“Mail"” Wants to Use
“microsoftonline.com” to
Sign In

This allows the app and website to
share information about you.

Cancel Continue

B® Microsoft

jessica.kordon@chqgov.com

Enter password

Password

Forgot my password

Sign in with another account

Terms of use

-

Privacy & cookies




The next screen should show all green
buttons and hit ‘Save’ in the upper

right hand corner.

It should say ‘Account Added’ briefly
then bring you back to the screen in
showing your new account, which you

can just swipe up and out of.

Exchange

= Mail

. Contacts
B3 Calendars
. Reminders
. Notes

Account Added

= Mail

. Contacts
B8 Calendars
. Reminders
. Notes




You may be prompted to select ‘Protect

Mail activity’

You may be prompted to ‘Allow’ mail

notifications

Mail Privacy
Protection

Mail Privacy Protection works by hiding
your IP address and loading remote
content privately in the background,

even when you don't open the
message. This makes it harder for
senders to follow your Mail activity.

Learn more...

Protect Mail activity
8) Hide IP address and privately

oad all remote content.

Don’t protect Mail activity

Show IP address and load any
remote content directly on your

device

8:58 08 = 4%

< Mailboxes Select  «e»
Inbox
Q Search )
Mail Categories
Find the messages that matter most in Primary
and organize everything else.
Tap tl

“Mail” Would Like to Send
You Notifications

Try ¢ Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Dor"t AHOY'..’

Turn

@ Updated Just Now D/




Pull down to “refresh” or close/re-open the Mail app

to confirm your email is visible

The app may group emails into categories shown as
icons at the top of your inbox (yellow). You may be

prompted to turn this view off as shown.

To switch between the new grouped view and the
traditional ‘List View’, tap the 3 dots in the upper-right

corner. List View shows all your emails in one place.

Mail Categories
Find the mess

Lauren & Emily
QS lssue

Service Desk
A new task titled 'Change User: Cis

The Airtable Team

ﬂ [Last chance] See Airtable's new Al featur...

. Judy & Service y

Updated Just Now

Inbox

= Primary

Categories List View

Mail Categorit

Find the messag O

and orga

Tap the @ men About Categories @

v Show Contact Photos @

Lauren & Emily
1QS Issue

Service Desk 10:16 AM
A new task titled 'Change User: Cisco Pho...

= The Airtable Team ‘
[Last chance] See Airtable's new Al featur...

. Judy & Service

Updated Just Now




DEFAULT CALENDAR

Settings Q_ Calendar,

Search

e Once you add your county email back to your Sir

n Calendar

StandBy

cellphone you may need reset the default

Wallpaper

calendar so they match
Notifications

Sounds & Haptics
e To do this open the Settings app Focus

Screen Time

Face ID & Fasscode “Calendar” Calendars Calendar's

e Scroll all the way down to Apps and click to open
Emergency SOS o
ol (W e FrY RN (v RO R fel iR

Privacy & Security

11111111
e When you open Apps they will be listed in Cloud N T T T T T 1 B2

alphabetical order. You can scroll down to C or 123 space search

type Calendar in the search bar at the top. &




Scroll all the way down until you see

‘Default Calendar’

Tap to open

Choose your ‘Exchange’ calendar or

what you renamed your account

Once it’s set you can test to make sure
itis the correct calendar by opening
the Calendar app and adding a test
event to see if also appears on the

calendar on your computer.

Calendar

@ ~oole inteliigence & Siri

&Y Search

Time Zone Override
Alternate Calendars
Week Numbers

Week View Starts On Today
Show Invitee Declines
Sync

Default Alert Times
Duration for New Events
Start Week On

Default Calendar
Delegate Calendars

Location Suggestions




OUTLOOK APP

Open Outlook app on your cellphone

-

Tap your profile icon in the top left next to Inbox

117 $0S = @)

€ Inbox a Q

Focused Other = Filter

Then tap the gear icon for Settings in the lower left

corner

Then choose Accounts

icrosoft 365

TestUserC20

Settings

ov.com
Favorites

Q Search

Quick Settings
Sent
Display & Appearance

Drafts .
Signature

Deleted .
Automatic Replies
Notifications & Sounds

Achive General

Drafts Accounts

Sent Mail

Deleted Calendar

Contacts

Conversation History

P,
o asscode
RSS Feeds

Groups




Select your county account

Scroll all the way to the

bottom and choose

‘Remove Account’

You will get a pop up

regarding a Data Wipe and

you can click OK

Accounts

mm Microsoft 365

m TestUserC20@chggov.com

Add Account

Microsoft 365

e g e -

Report Messages Always Ask

Security

S/IMIME

Authenticator

Data Storage A

Sync Settings Data Wipe

Your application data and settings have
Automatically sync and download your emails and been deleted. Pleage restart the app to
attachments continue.

Share Your Inbox

PESTVUILIVUIN

Share your inbox with delegates and set relevant
permissions

Try resetting the account if you have sync issues

Remove Account

Removing this account from the app will delete any
ocal data stored in the app




Choose Add Account

Enter your current county
email address; your county
“username”, E.G.

username@chqggov.com and

choose ‘Add Account’ again.

Then enter your network
password that you sign into
your computer with and

choose ‘Sign In’

Add Account

Enter your work or personal email

jessica.kordon@chggov.com

Welcome to Outlook

1:20

<

B® Microsoft

jessica.kordon@chggov.com
Enter password

Password

Forgot my password

Sign in with another account



mailto:username@chqgov.com

There will be a pop-up saying
government account

detected — Click ‘OK’

Make sure to “Turn On’
notifications as disabling

them might delay email

delivery as stated

Choose ‘Allow’ for Outlook

Notifications

819 &

= Authenticator

US government
account detected
Please restart the app to continue.

91192

Inbox

Enable Notifications

Outlook uses notifications as a way to

make sure your inbox is always up-to-

date. Disabling them might delay email
delivery.

9:19 A

Inbox

“QOutlook” Would Like to Send
You Notifications

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.
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ANDROID EMAIL APP [ o _

xchange DROID
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. ] Tips e Tif

e Open Email app on Android =
To use this account, you need to verify Exchange DROID@® To|
your identity. Tap your account below to you
signin. sigl
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&3 Inbox
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Choose your current county account

Choose ‘Remove’ in the upper right

You may be asked to confirm to

remove your account and once you do

so it will bring you back to Set Up Email

4158 CHMGGMA W £

< Email settings

$)
=

Accounts

1\

7\ Exchange DROID

\“%/ |ast synced on 6/23/25 3:14 PM

4+ Add account

General

Manage folders
Show, hide, or reorder your mail folders.

View
Standard

Dark mode
Match phone setting

Swipe actions
Choose what happens when you swipe
left or right on your email list.

Auto fit content
Shrink email content to fit the screen.

Notifications

I @) <

«©

«©

4158 CEAGGOMAB W

< Exchange DROID

Sync emails
Last synced on 6/23/25 3:14 PM

Sync calendars
Last synced on 6/23/25 2:25 PM

Sync tasks

Last synced on 6/23/25 2:26 PM

Sync contacts
Last synced on 6/23/25 2:25 PM

Sync settings

Email sync schedule
Auto (when received)

Email folders to sync

Email sync period
3 days

Limit retrieval size
50 KB

[l @

NI 7

Remove

=

B/ 06886




416 CGGMRBLE @ N{F AR 4178 CGGMBLE @

B" Microsoft

Signin
() Choose Office3 65 Set up Email jessica.kordon@chqggov.com

No account? Create one!

Can't access your account?

e Enter your current county email address; ‘ Back
A =4 Aol.
yOur COU nty ”username”, E.G. Corporate Yahoo AOL
UsernamE@ChngV.Com & @\ sSign-in options
o | G
gﬁ:,’;‘gﬂ Office365 Google
e Hit ‘Next’
Others

Terms of use  Privacy & cookies

I @ < [ @ <



mailto:username@chqgov.com

Enter your network password
(the one you sign into your

computer with)

Tap ‘Sign In’

You may get a pop up to

‘Apply’ security settings

4178 CGGCGMABM®

BY Microsoft

& jessica.kordon@chqgov.com

Enter password Set Up Email

Password

Forgot my password

4 A Aol.

Corporate Yahoo AOL

e & 1 | G

il
1 2l3lalslel7lslolo gﬁ},’gi{( Office365 Google
+ X ]
qiwlelrjtiyjujlijolp Apply security settings?

‘ of To use this account, you need to apply
als|djf g h J k| the security settings required by its IT
policy.

Cancel I Apply




It may bring you to a manual
setup screen and these are
the recommended settings
Tap ‘Sign In’

You may be prompted to
‘Activate’ device admin app.
If you choose repeatedly to
cancel or try to bypass this
your email will not work
properly.

Choose ‘Done’

424 CGGCMABL®

< Manual setup

Email sync period

1 month ¥

Email sync schedule

Auto (when received) ¥

Emails retrieval size

No limit ¥

Calendar sync period

6 months ¥

Sync contacts
Sync calendars

Sync tasks

I Signin

1l O

888

934 g CxMB Mda LI

Activate device admin app

Email

Allow Email to remotely control security
features on your phone?
This will let Email do the following:

Activating this admin app will allow Email to
perform the following actions:

Erase all data
Erase the phone's data without warning by
performing a factory data reset.

Set password rules

Control the length and the characters
allowed in screen lock passwords and
PINs.

Monitor screen unlock attempts
Monitor the number of incorrect passwords
typed. when unlocking the screen, and lock
the phone or erase all the phone's data if
too many incorrect passwords are typed.

Lock the screen
Control how and when the screen locks.

Set screen lock password
expiration

Change how frequently the screen lock
password, PIN, or pattern must be

Cancel I Activate I

1 @ <

)
=»

903 B CEMBDE - NTAN
Edit names

Your account has been set up. You can now
change your account name and the name
that will appear on outgoing emails.

Account name (optional)

TestUserC20@chggov.com

I Done I

I @ <
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