REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? |

&ving Multiple Attachments Simultaneously \

When receiving an email with several attachments, you

would normally save each one individually in the same
directory. This task can be difficult and time consuming if you
have to save many attachment files.

This featured tip will offer an easy way to save all
attachments to a directory at once.

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under ICT. For comments and suggestions, kindly email:
ict-process@pijlhuillier.com

<§ack ] |! Next> I Missed an issue? Click here to visit the Productivl.T.y section
in MylLink for back issues.

OK Cancel
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Saving Multiple Attachments Simultaneously

Open the email containing the multiple attachments.

Y,‘E@ =] ‘S AT RE: SMS DR Readiness Text Files in Clefairy [January 20, 2012] - Message (HTML) e
Message @
\ \ > . 3 = ¥ || BAFind £,
i ¥ - x A Koy j_l % Safe Lists ~ — Y j g )
= = S / & = X (2 Related - )
Reply Reply Forward || Delete Moveto Create Other || Block | |notjunk || Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ || Sender | Up~ Unread || k& Select~ OneNote
Respond Actions Junk E-mail )| Options i} Find OneNote
From: Aurum T. Dela Cuadra Sent: Fri01/20/20123:03 PM
To: Jennie-Lyn Y. Coma; [ ICTO Systems Administration Department Users
(<3 [ ICT Process Department; Noli R. Llacuna
Subject: RE: SMS DR Readiness Text Files in Clefairy [January 20, 2012)
I Message | [] COU_639194262130_20120120_143220.txt (4 KB) [Z] BCP_639194262130_20120120_142805.txt (4 KB)  [£] BCP_639194262130_20120120_142706.txt (4 KB)

(2] 1CT_639194262130_20120120_142906.txt (4 KB) El 1CT_639194262130_20120120_142247.txt (4 KB)

| » |

Good day ma’am,
Please see attached file for your request.
Thank you

Aurum Dela Cuadra
Systems Administrator

Click Other Actions on the Message ribbon.
When options appear, select Save Attachments.

-—.y Message
—é —Al —$ x _L; _\} jj % @Salells(s'

Reply Reply Forward || Delete Moveto Create| Other Block
to All Folder~ Rule |Actions~ || Sender
Respond Actions ]
From: Aurum T. Dela Cuadra Edit Message
To: JennieLyn Y. Coma; B ICTO Systems Recall This Message... E
Cc ICT Process Department; NoliR. |
S 3 SR Resend This Message...
Subject: RE: SMS DR Readiness Text Files in C'-!l =
Y9 Save Attachments
I Message | [F] COU_639194262130_20120120_14H — t
| @) Forward as Attachment
[£) 1C7_639194262130_20120120_1429 3
%y Post Reply to Folder k
Good day ma’am, Encoding ’

j:' Message Header

Please see attached file for your request. View Source

Thank you View in Browser

;{ Zoom..

This will open the Save All Attachments dialog box.
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Save All Attachments rz]

Attachments:

COLl_639194262130_2012012C [ op |
BCP_639194262130_20120120

BCP_639194262130_20120120
ICT_639194262130_20120120_

ICT _639194262130_20120120_!

You can select which files will be downloaded by highlighting an item (to highlight: hold Shift key + left click on the mouse).

Attachments:
COU_639194262130_2012012( -
BCP 639194262130 20120120; “

BCP_639194262130_20120120, Close
ICT_639194262130_20120120_
ICT_639194262130_20120120_

Click the OK button.

On the next window, select the folder where the attachments will be saved and then, click the OK button.
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Save All Attachments EI@

Lookin: l@ Desktop V‘ @3 | X o &
A ;D My Documents
£ gi My Computer
My Recent \gMy Network Places
Documents | | [TEMPORARY] For Testing Purposes
@ ) adhoc
Desktop Dow
|(Z) Testing Request Procedure
/) IC2vC Adhoc
My Documents
My Computer
My Network
Places
Folder name: v ‘

Selected files will now be saved in the chosen folder.
v attachments g@@

le Edit View Favorites Tools Help .:f

& Bact J [" /f‘ Search || Folders v @Foldersync

Address Juj C:\Documents and Setti hrent: % ‘ Go
Mame ~ Size  Type Date Modified
File and Folder Tasks (%] BCP_639194262130_201201... 1KB Text Document 01/20{2012 2:27 PM
[£] cou_e39194262130_201201... 1KB  Text Document 01/20/2012 2:32 PM
Other Places [2) 1CT_639194262130_2012012... 1KB Text Document 01/20/2012 2:22 PM

(@ Desktop

) My Documents

d My Computer

&3 My Network Places

Details

attachments
File Folder

Date Modified: Today, January
20, 2012, 6:17 PM
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