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is easy! Follow these simple steps:

e Open Outlook
e Click on the email that you want to delete and press the “delete”

key on your keyboard OR the "X" in the Outlook toolbar.

e Open Outlook ‘4;\%’
 Click on the first email that you would like fo delete. A
® Press and hold down the "CTRL" button and select other emails P2
to delete
OR

e Click on the first email that you would like to delete.
e Press and hold the "Shift" and select the last email that you
would like to delete.
e The first email, the last email, and all the other emails
in between will be highlighted and then you can just click on
the "X" or press the "delete” key on your keyboard.

e Open Outlook
e Click on "Edit" on the Toolbar and then click "Select All"
e Press the "delete” key on the keyboard or click the "X" to delete.
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