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How to remove your UWinnipeg Outlook Profile

Before removing your Outlook profile, please take note of the location of your Outlook Archive if you
have one setup. See How to find your Outlook Archive Location Document.

How to remove your Outlook Profile
Bottom left corner, in the search field type Control Panel, it will be displayed under Best match.

Click on Control Panel
Top right-hand corner, click on View by: and change it to Large Icons

Now locate and click on Mail (32-bit) or (Mail Microsoft Outlook 2016) it may be similar

All Control Panel Items — O

™ > Cont.. » All Control Panel It.. > v O

Adjust your computer's settings View by: Large icons ~

Backup and Restore

Administrative Tools @ AutoPlay (Windows 7)

BltLockgr Drive Configuration Manager
Encryption

5!/ Color Management

Credential Manager Date and Time Default Programs

P

X x
“ Dell PointStick .-,, Device Manager % Devices and Printers
'@ Ease of Access Center 2 File Explorer Options e File History
Flash Player (32-bit) A Fonts Lgy Indexing Options

b : 5 Mail (Microsoft Outlook

/=] Internet Options <. Keyboard ‘ @ 2016) (32-bit)
«» Mouse I:’..' ?:r:\igrk and Sharing /I Pen and Touch
{—g Phone and Modem \@ Power Options G Programs and Features v

515 Portage Avenue, Winnipeg, Manitoba, Canada R3B 2E9 ‘ uwinnipeg.ca ‘ DISCOVER - ACHIEVE - BELONG



THE UNIVERSITY OF

; WINNIPEG

Q

Click on Show Profiles

{® Mail Setup - Outlook

E-mail Accounts

':;:j Setup e-mail accounts and directories. E-mail Accounts...

Data Files

4, Change settings faor the files Cutlook uses to Data Files...
&@ store e-mail messages and documents. =

Profiles

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

Close

I I I I X

Click on your Profile, in this case it is called Outlook, yours may have a different name

Click on Remove

(A Mail *
General

The following profiles are set up on this computer:

| Add... || Remaove || ‘!uperties || Copy...

When starting Microsoft Qutlook, use this profile:
DEromptfor a profile to be used
@Always use this profile

Outlook v

I OK | | Cancel Apply
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Click on Yes

Microsoft Cutlook

Careful, if you remove this profile, offline cached content for its accounts will be deleted.
Learn how to make a backup of the offline .ost files for the accounts.

Do you want to continue? E VYes i Ma

Click on OK to close the open window

A Mail X

General

@ The following profiles are set up on this computer:

Remove Properties Copy...

When starting Microsoft Qutlook, use this profile:
DErnmpt for a profile to be used
(®) Always use this profile

| v

. ok || cancet || mppy |
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