How to open an attachment in email so that you can print, edit, or save.

Important Note:

- If you just click once on a document, then it will open in the viewer, and you will not be able
to print, edit or save...just view.

- If you double click on the document then it should open with the program that created it (if
you have the program loaded on your PC).

If the document opens in the viewer or will not open when you double click:

1. Right click on the document
= | : El'i“ ilh'nmﬂ Word :

‘Z Mail From: Mary Jo Wisener
Fila Edt Vew & Took Accoonts ‘wWindow  Helo

PR chs ERenk - ChFoeesd - B S e E W o== 4, & BB i

Mal | Propartics | Personalca I s
i Marp 10 W EGne TR A A e
e iy St Tina Wk erry] ck i Bleswion
o iz Fouith Lapheees
&l:lw.l.pbnwm.ll:‘sn'
mn,.’r-u,.'n Jow: hwg
Wil one 07 pou phease post th lamat weriinre ol Ta &05F plre o ha detict webrs to? Thark youd

Wy 3o ks
Agatitanl Suped iienckan

Warran Schocd DiEir T

Pl Boe 1200, Warren, AR FLEM
phore (B7INOSE-6735

fan (HTIGCEE-EE31

wisgner oibovarven K1l LG

COMFIDENTLALITY

This anal b intanded sokdy 1o 108 parson o @ity 0 which & addressed and may conian oofidential andion o eood Fformanon. Ay nevies, DEsemiation, copsing, priting o o s
ol W e by oo s o Gt othed 1 e ol desd & probs e 17 o Faee recamed e aimal i eiror, e ooniect the serder rmediatul ard deene: the matorial ¥om oy
COTgriEr

2. Choose “Open With...” from the menu



3. When the Menu Box opens choose “swriter” (this will tell OpenOffice to open the
document) and click “ok”
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