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Creating new folders
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You can organize your email into folders so that you will
be able to easily manage them. Simply right click on your
name at the top left hand column and select “New Folder”.
Just give the folder a name and you can start to move or
copy messages from your Inbox, Sent Items, etc. into it.



Saving emails to a different folder
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Hello everyone,

(1) - We need to make several changes to our email server this Friday. The main patch to be applied is a fix for
the Daylight Saving Time change. The U.S. Energy Policy Act of 2003, passed by the US. Congress July,
2005, extended Daylight Saving Time (DST) in the U.S. by approximately four weeks. As a result, beginning in
2007, DST will start three weeks earlier on March 11. 2007, and end one week later on November 4, 2007,
resulting in a new DST period that is four weeks longer than previously observed. These four weeks are

referred to as the "extended DST period". This is a similar process that had to be done in preparation for Y2K.
Assuming all of the patches are in place, I don’t expect any problems.

What vou might want to do to be safe:

Print paper copies of your weekly calendars for the next three weeks, before Friday.
Use caution with the appointments and meetings during the extended DST period.

For more information about this and to make sure vour home systems will be ready, please go to Microsoft's site
at: http://support.microsoft.com/gp/dst topissuesa?

(2) — We will also be adding a new policy for any messages that are left in the deleted folder. Messages that
are twenty days or older will automatically be deleted from vour deleted folder. This will eliminate the need to
select the messages from your In-Box, Sent Items, etc. and then again selecting them to be deleted from your
Deleted Items folder. Please go through yvour Outlook folders and delete any messages that are no longer

needed. This will free up disk space and increase email performance.
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Outlook Web Access allows you to copy and move email
messages to different folders. Simply click on the

“Move/Copy” icon next to the “Delete” button and choose
which folder the message should be saved to.



Saving emails to a different drive letter
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From: Postmaster
To: BPS_staff; BPS_NU
Ce

Subject: Two Changes to our emal
Attachments:

Sent: Tue 3/6/2007 2:11PM

Hello everyone,

(1) - We need to make several changes to our email server this Friday. The main patch to be applied is a fix for
the Daylight Saving Time change. The U.S. Energy Policy Act of 2003, passed by the US. Congress July,
2005, extended Daylight Saving Time (DST) in the U.S. by approximately four weeks. As a result, beginning in
2007, DST will start three weeks earlier on March 11. 2007, and end one week later on November 4, 2007,
resulting in a new DST period that is four weeks longer than previously observed. These four weeks are
referred to as the "extended DST period". This is a similar process that had to be done in preparation for Y2K.
Assuming all of the patches are in place, I don’t expect any problems.

What vou might want to do to be safe:

Print paper copies of your weekly calendars for the next three weeks, before Friday.
Use caution with the appointments and meetings during the extended DST period.

For more information about this and to make sure vour home systems will be ready, please go to Microsoft's site
at: http://support.microsoft.com/gp/dst topissuesa?

(2) — We will also be adding a new policy for any messages that are left in the deleted folder. Messages that
are twenty days or older will automatically be deleted from vour deleted folder. This will eliminate the need to
select the messages from your In-Box, Sent Items, etc. and then again selecting them to be deleted from your
Deleted Items folder. Please go through yvour Outlook folders and delete any messages that are no longer
needed. This will free up disk space and increase email performance.
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On the toolbar, click on “View As Web Page”. This will
open a new window in the form of a web page.
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From here, you can save the files to your
(“H:\ drive or “My Documents”), floppy, or thumb drive by

clicking on the icon to the right of the pri

home directory

nt button called

“Page”. Now select “Save As” and choose the drive that

you would like to save the file to.



Saving an attached file
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Open the email message and right click on the attached file.
Click on “Save Target As” and select the file location
where you would like to save the file.



