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Set trash to automatically purge on sign out / manually purge trash 
Automatically purge trash on sign out 

Select “File 

 

Select “Options” 
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Select “Advanced”; under the heading of “Outlook start and exit” select “Empty Delete Items folders 

when exiting Outlook”; select “OK” 

 

 

  



  
 
 

 
 
REVISED DATE: 7/20/2017          PAGE 3 OF 3 

 

To manually empty trash, right click on “Deleted Items” and select “Empty Folder” 

 

 

 

 

 

 

 

 

 

 

 

 


