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HOW TO SAVE EMAILS & ATTACHMENTS 
When you need to save an email with an attachment, it has to be done in two separate steps. 

Step 1 – save the email itself 
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Once the email is saved, you will be taken back to the window from which you clicked Print, here you can now click 

on Close to come out of it: 

 

 

Step 2 – save the attachment 
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When you have saved both the email and the attachment, you will need to transfer them either to Teams (for work 

files, see separate video/guide on “How to save to Teams”) or to the OneDrive (your personal online storage), follow 

these steps: 

 

 

 

 

 

You will see your file in the location you dragged it to: 

 

a confirmation will be seen at the bottom for a few seconds: 

 


