1.From the main Outlook window, select File in the
upper left corner of the screen.

Account Inform

T3 Cheryl parsons84@yshoo.com
£/ Micosoh Exchangs

Account Settings
Change tettings o thia ot

2. Select Account Settings > Account Settings.
(Drop down arrow and click on the first option).
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https://outlook.office365.com/owa/greensboro.edu/

B (Get the Qutlook app for 10S or Android.
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3. Select the account you want to delete, then
select Remove.



Email Accounts

You can add or remove an account. You can select an account and change its settings.
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You'll see a message warning you that all offline
cached content for this account will be deleted. This

only affects content downloaded and stored on your
computer.

4. Select Yes to confirm.

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