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 Beaming Open menu Close menu	Why Beaming?	Why Beaming?
	Our NetworkWe always aim to provide maximum performance and limit downtime for the companies that work with us.


	Our SecurityOur clients trust us to keep their data safe and their systems secure. We don’t take that responsibility lightly.


	Our TeamWe’re a bunch of straight-talking specialists serious about service with deep knowledge and a no robots policy.





	Services	What We Offer
	Connectivity	Ultrafast Fibre to the Premises (FTTP)
	Fibre Optic Leased Lines
	ProtectNet
	StudioNet


	Voice	BeamRing Cloud Voice
	Temporary Lines


	Managed Services	Managed Networks
	Azure Express Route & AWS Direct Connect
	Cloud Based Applications
	Colocation
	Cyber Security
	User IT Support





	How We Help	How We Help
	Safe Home Working
	Moving to New Premises
	Staying Cyber Secure
	Embracing Technology
	Meeting Regulations
	Securing Premises



	Your business type	Who we work with	Partners
	Small Business
	Medium & Large Enterprises


	Find your sector:	Accounting & Finance
	Education
	Security & Monitoring
	Broadcast & Media
	Manufacturing
	Culture & The Arts
	Construction & Housebuilding


	Focus on EducationWith the internet relied upon in and out of the classroom we can choose the right connections to keep everything running smoothly, as well as support you with firewalls, filtering and flexible cloud phone systems.
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	Case Studies	All case studies
	Managed services	Eclipse Procurement
	Royal Literary Fund
	Folkestone St Mary’s C of E
	Iliffe Media Group
	Wave FM
	Carers’ Federation
	Advocacy for All


	Connectivity	Troy Homes
	The Sabden Multi Academy Trust
	Kurt J. Lesker
	Artemis Nurseries
	De La Warr Pavilion
	Corps Security
	Ashdown Hurrey
	Skinners’ Kent Academy


	Voice	Roselands Heating
	Plastipack
	Astell Scientific
	Andrew M Wells Accountancy
	Sandown School
	Abbotprint
	Henley Royal Regatta
	Let’s Do Business Group


	Latest Case StudyFind out how Eclipse Procurement could relax with a move to Beaming
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	Knowledge base	View all knowledge base
	Categories	Telephone & Mobile
	Information Security
	Email & Hosting
	Internet & Connectivity
	Servers & Applications
	Ordering & Billing
	BeamRing User Guide


	Popular Topics	BeamRing User Guides
	Cisco
	Office 365
	Security
	Outlook


	Data storage: Cloud v Hybrid v On-premiseWhere should organisations host their data, software and applications? Make a decision with confidence.
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	News	View all news
	Categories	Business News & Tips
	Cyber Reports
	eBooks & Resources
	Insights
	Press Releases
	Events


	Popular topics	Working from Home
	Business
	Cyber Security
	Data


	Half of UK SMEs have lost vital data in the last five yearsDo you know how your business data is backed up?
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  Manage email accounts when a staff member leaves
 



Maintain access to O365 user’s email after they’ve left
 Posted on 3 November 2020 by Beaming Support






Office 365 gives you some helpful options to manage email accounts when a staff member leaves.
It is often necessary to be able to access the outgoing employee’s email archive and to make sure that anything sent to them in future will reach an inbox you can access. Here we’ll explain the difference between archiving and deleting an account in Office 365 and which would be most appropriate in different scenarios.
 Archiving
Let’s say for example, Dave Stevens has left your company, but you still need access to Dave’s inbox so you can read previously sent/received emails and see anything sent to his email address by contacts who may not know that Dave has left the business.
We would archive that mailbox and convert it to a shared mailbox so that you could read previously sent emails and would still receive mail addressed to Dave, but you would not be able to send anything from his email address.
Deletion
When an employee has left and you have no further use for the account, you can delete it entirely. This is a permanent change; you will not be able to regain access to the account. Make sure you are absolutely sure that you want to do this before requesting a deletion, and that you have saved any data from the account that you may need in the future.
If someone were to send an email to this account it would be returned as undeliverable.
 
Read next: How to turn on cached exchange mode in O365
 
 

Protect data when an employee leaves
When an employee leaves your company there is an increased risk of business data leaving your organisation, be it intentional or not.


  Follow our guide 
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  CloseLatest tech support posts – shared monthly!
Get all the latest tech support answers drop straight in your inbox. Sign up to our email round up. Add your email address below
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