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UW — How to Remove an existing Department Mailbox

Login to Outlook

Click on File
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Click on Account Settings -> Account Settings
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Click on your <Department Mailbox>
(Note: this will have your department account name, below is just an example)

Then click on Remove

Account Settings X

Email Accounts

You can add or remove an account. You can select an account and change its settings.

Email  DataFiles RSSFeeds SharePoint Lists Internet Calendars Published Calendars Adj

T New.. Frepair. P Change.. (@ setas Default i
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ount by default)

Selected account delivers new messages to the following location:
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in data file C\Users\..\O il jinnij - M365.0st

When prompted, click Yes

Microsoft Outlook

| Careful, if you remove this account, its offline cached content will be deleted. Learn how to make a
backup of the offline .ost file.

Do you want to continue?

Then click on Close

Account Settings X

Email Accounts

dd or remove an account. I settings.
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