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A new folder will be placed on the Desktop.
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All e-mail in the folder will be selected.

(If all of the e-mail are not wanted, individual
e-mail can be selected by holding down
<Ctrl> and clicking only on the desired e-
mail before going to step 7.)

7) Go to the Edit menu and click Copy.

8) Open the folder on the Desktop made for
Step 1.

9) Go to the Edit menu and click Paste.

Once Paste is clicked, wait until the e-mail
is copied into the Desktop folder. The more
items being copied the longer it will take to

copy so patience may be needed.
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The e-mail messages will be copied into the

folder on the Desktop. ==
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When opened in the folder,
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From: g Sent:  Mon 2/2712006 11:25 AM
Ta Dixon, Colleen  AD-Staff
o
Subject:  RE: file
Attachments: ‘@Softjechresults.xls
~
Hi Colleen,
Here it is.
Bettina
From: Dixon, Colleen AD-Staff
Sent: Monday, February 27, 2006 11:09 AM
To: Gehle, Betting TGR-Staff
Subject: file
Hi Bettina, =

10) The user should then move the folder
from the Desktop to the sever for

safekeeping.

11) The e-mail copied from
then be deleted.

Outlook may



