Saving an attachment from email to a folder in My Documents

Step 1: Start your email program (Microsoft Outlook).

(Method 1: click the Outlook icon in the taskbar.)
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(Method 2: Select Microsoft Office Outlook from the start menu.)
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Step 2: Double click the message to open it.
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Step 3: Right click the attachment and choose “Save As...”
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Step 4: Double click the folder you wish to save into to open it

Save Attachment 2
Save i ID My Documents j @~ X CyE-
[ M Recent Business Forms 2010 Aug - Dec
Documents Downloads
[ Desktop
=1 ke
Documents
o My
Computer

g M terk
Places

File name: [Master AR SOESD _log,xsx

Save as byped [wicrosoft Office Excel workshest (*.xisx)

Tools |~

Cancel

|

Step 5: Click the Save button to save the file.
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