PRoDuUCTIVITY F

Save Email Attachments via Drag and Drop

or Internal Use Onl

Saving an email attachment is usually done using the Sawve
Attachments function from the Fife menu. But did you know
that you can do the same thing in a few mouse clicks?

Click here to know the fastest way of saving email
attachments.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
officeand branch applications.
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Save Email Attachment via Drag and Drop

To save email attachments via drag and drop,

Select the email with attachment.

|Search Inbox pe 1|r| b

L] Inbox

24%| (1) 8| From | Subject
=3 AnnaM.. QA& Task: My Opis [Fr Special to ITCM) Wed 3/2... 44..
— (Il Betty Lo... RE: Electronic Certificate for INfosec Elearning  Wed 3/2... 37...

i=3 ITProces.. [For advise] Deletion of files in bagon to free u.. Wed 3/2... 18...
17...

| Received | 5ize| Categnriesr'? | -

{=3 IT Proces.. Enable port in 4th floar for Mew Hires Wed 3/2...

RE: Electronic Certificate for INfosec Elearning

Betty Lou Fetalvero-Narvaez
Sent: Wed 3/20/2013 9:45 AM

To Allan August P, Malig
Marione Santana; Ma. Veronica A, Valientes; Ferdinand Ir. G. Pekson

- Message | T Training Certificate_MyOPIS.pdf (113 KB

s
Hi, Sir Allan. E
Attached is the suggested certificate template.
Thank you.
w

Cenrmar Allan Anaonet O kdslin
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Click (left-click) on the attachment inside the message.

Training Certificate_MyOPIS.pdf
113 KB
Wednesday, March 20, 2013

I Message | Tl Training Certificate_MyOPIS.pdf (113 KE) |

& You should only preview files from a trustworthy source.

Previewing the file might not show the full content of the file. To see the most complete,
up-to-date content, open the file.

Always warn before previewing this type of file,
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Keep the left mouse button

pressed while you drag the attachment to a selected location.

~ [
v &, » New folder

Organize v

Include in library » Share with v New folder

1 Inbox

Search inbox vl ¥
B e m—— Dol 3 |
Arranged By: Date Newest on top "] - 9
= Anna Mae B. Quizon Wed 9:51 AM 9
= Betty Lou Fetalvero-Narvaez Wed 9:45 AM =

RE: Electronic Certificate for INfosec Elearmi.. ¥

Training Certificate_MyOPIS. pdf
1138
Wednesday, March 20, 2013

—

<

I Message || ®Training Certificate_MyOPIS.paf (113 KE)

_A You should only preview files from a trustworthy
source,

ojseL €1 :Aepoy
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Drop the attachment in the location by releasing the left mouse button.
A copy of the attachment file will be created in the selected location.

=N ==
l\.../’ll\../l | ¥ MNew folder - | {u‘p| | Search New folder ol
Organize * P8 Open with Adobe Reader X ~ Share with = Print Burn  » =+ [ IZE}J
-~
A Favorites i Name Date modified Type Size
4 Downloads E Training Certificate_MyOPIS.pdf 3/21/2013 1:33 PM Adobe Acrobat D...
=\ Recent Places
M pjliportal

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida"”
You may also email your comments and suggestions to ict-process@pijlhuillier.com.

Click here for back issues of Productivl.T.y in MyLink.
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http://ho-sbsurvey.pjlhuillier.prod/
mailto:ict-process@pjlhuillier.com
http://pjliportal/sites/insider/Publications%20%20Electronic/Forms/AllItems.aspx?RootFolder=%2fsites%2finsider%2fPublications%20%20Electronic%2fIT%20Productivity%20Tips&FolderCTID=&View=%7bF8E129D7%2d257C%2d4266%2d9DF5%2d7132F2106346%7d

