Delete an Outlook profile
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Step 1

 Click “Start” then “Control Panel”
 Click “Category” and “Small Icons”
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(24 » Control Panel »

Adjust your computer's settings

System and Security
Review your computer's status
Back up your computer

Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing
options

Hardware and Sound
View devices and printers
Add a device

Connect to a projector

Adjust commonly used mobility
settings

Programs
Uninstall a program
Get programs
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A4 Search Control Panel el |

View py: Category ~

User Accounts
‘k‘ Change account type

Appearance and
Personalization

Change the theme

Change desktop background
Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input
methods

Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display



Step 2

e Double Click “Mail (Microsoft Outlook 2016) (32-Bit) if
available. If not available double click “Mail (32-Bit)

W Action Center {#] Administrative Tools

.hy Backup and Restore E Bang & Olufsen Audio Control Panel

‘.{ BitLocker Drive Encryption ‘i BitLocker Encryption Options

Configuration Manager (32-bit) @ Credential Manager
&l Desktop Gadgets
3 Display

|7 Folder Options
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Default Programs
Devices and Printers

Flash Player (32-bit)

Getting Started & HomeGroup

€ Internet Options

Intel® HD Graphics

f".?, Location and Other Sensors

Keyboard

Mail (Microsoft Outlook 2016) (32-bit) F Mouse

¢

Notification Area Icons B Performance Information and Tools

&# Phone and Modem ‘® rower Options

il Programs and Features M Recovery

& Remnte Cantral (17-hit) W RamnteAnn and Necktan Cannertinne

i3 AutoPlay
& Biometric Devices
5_! Color Management
i1 Date and Time
ﬂ Device Manager
@ Ease of Access Center
i Fonts
£& Indexing Options
| £ Java
D Mail (32-bit)
#_‘ MNetwork and Sharing Center
B personalization
‘} Program Download Monitor (32-bit)
] Region and Language

™A Run Advertised Proarams (37-hit)



Step 3

e Click “Show Profiles

Email Accounts

€ 3 Setup email accounts and directories. [ Email Accounts... ]

Data Files

+ Change settings for the files Outlook uses to | Data Files... |
3@ store email messages and documents.

Profiles

Q Setup multiple profiles of email accounfs and | Show Profiles... |
data files. Typically, you only need one.




* Step 3

e Click “Show Profiles

4 s Mail Setup - outioo

Email Accounts

[ Email Accounts... ]

< 3 Setup email accounts and directories.
Siw

Data Files

# Change settings for the files Outlook uses to | Data Files.. |
J;@ store email messages and documents.

Profiles

Q Setup multiple profiles of email accounts gnd | chow Profiles.. |
data files. Typically, you only need one.




* Ensure that the current profile is selected and click
Remove

General

(B The following profiles are set up on this computer:

[ Add..( H Remove ”%ope:‘ties H Copy...

When starting Microsoft Outlook, use this profile:
(7) Prompt for a profile to be used

(@) Always use this profile
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Step 5

* Click “Yes” to confirm removal

Microsoft Outlook ‘

':: Careful, if you remove this profile, offline cached content for its accounts will be deleted. Learn
2% 5 how to make a backup of the offline .ost files for the accounts.

Do you want to continue?




Step 6

* Click “Add” to create a new profile

General

(m The following profiles are set up on this computer:

Add... Reg/move Properties Copy...

When starting Microsoft Qutlook, use this profile:
'3:::3' Prompt for a profile to be used

(@) Always use this profile

l 7)

0K ” Cancel H Apply I




