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FROM THE DESKTOP OF DIANE HESS

As the owner of a business that is now going virtual, you need all of the right Virtual Office
Business Solutions in place. By utilizing programs like YouSendlt, you are guaranteeing that
documents sent electronically are arriving at their destination and your virtual asgstant has all
that is needed to aid you in streamlining your business.

Hess Business Professionals & Associates LLC recommends only the best Virtual Office Business
Solutions to its clientele. We believe that before an honest recommendation of a web base
application or software program can be made, it should be test driven and properly evaluated by
our representatives. Our review gives the program credibility in the virtual industry.

It is always your choice to use the web based applications or softwareprograms we suggest. Our
office will adjust to anything you have in place.

AThe greatest barrier to
success is the fear of

failure 0 ,
Sven Goran Erikson.

Hess Business Professionals & Associates LLC
44648 Mound RD #122

Sterling Heights, Michigan 48314
888-499-5530 / 586.739.0951

Diane Hess d.hess@hbpassociates.biz
Web www.hbpassociates.biz
Skype ExecutiveVA
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URL TO YOUSNDIT

YouSendlt is a great way to send or receive files. To userouSendIt go to
http://www.yousendit.com/compare -plans.

On this page you will see options for using YouSendiIt. As you can see by the imagbelow there
are a few different options to choose from and there is bound to be an option that is right for
your business and your budget.

.ﬁ( Legin | SignUp | Contsct Us

YOUSENDit Plans & Sign Upl Free Trial | How It Works | Productivity Tools | For Business | @ Login
o

Home > Plans & Sign Up

LITE PRO PRO PLUS | CORPORATE SUITE
Free $9.98/month $14.99/month Free Trial
single User single User single User Minimum 5 Users

O O | T | T

Send
Maximum fil size 100ME 2G5 2GB 268
Storage for saved files 268 6GB 30GB+

Send multiple files and folders

Control the expiration date on
uploaded / sent files

Advanced securty options Pay-Parlse PayPerlse
Maximum number of dowinioads per file 100 500 Unlimited Unlimited
Receive

Dropbox: YouSendt hosted page
where others can send files to you

StteDrop: Receive files directly on your 529 98imonth
websit (additional fee)

Track

Detailed tracking - see who
downloaded each file and when

Return receipt: receive notifications [ [
when fles are downloaded T e

Support

Knowledge base

Email / Live chat

Phone Support (54M - 8PM PDT)
Branding
Customize email notifications, dropbox Need Gustom Branding?

and download pages

Administration

Centralized user management

Reporting and audit log

Central policy configuration (including
Outiook

O s B s

oR oR oR
Free Trial Free Trial Free Trial
LITE PRO PRO PLUS CORPORATE SUITE
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http://www.yousendit.com/compare-plans

SIGN UP or LOG IN

Legin | SignUp | Contact Us

YOUSENDIt Plans & Sign U|3I Free Trial | How It Works | Productivity Tools | ForBusinZB/I:Login

Home = Plans & Sign Up
Yeou can sign up or login from this page.
Compare Plans Tod e don and dlick on th Purchase By Phone x
© SN Up JUsh choose your opltion and Cick on e 1 -866-558-7363 £
Sign Up or Buy Now butten. - International: +1-408-879-9118

LITE PRO l PRO PLUS i CORPORATE SUITE |

Free Trial

$9.99/mon $14199/month
imum 5 Users

Free
Single Use Sin User

Single User

SIGN UP PAGE

Signing up is easy. Once you have selected the option you wamtlick theappropriate button you

will be redirected to the sign up page.
Login | SignUp | Contact Us

For Business o Login

yOUSENDit' Plans & Sign Up | Free Trial | How It Works | Productivity Tools | |

Home = Plans & Sign Up = Lite = Sign Up for Lite

Sign Up for a Free YouSendlt Lite Account
Just enter you email, narme, and create your

EMAIL -’—,——/ password. Then you will be prompted to re-enter
/ you password.

FULL NAME

Click Subrnit

NEW PASSWORD

By clicking "Submit” you agres to YouSend|t's Terms of Service.

SIGN UP SUCCESSFUL

Once you have signed gpccessfullyyou will see this pagdust click send now to start sending your

files.

‘Welcome Rhonda Helscher Logout | My Account | Contact Us

4’

yOUSENDit' Overview | Send | My Files |

For Business Support

Upgrade | Productivity Tools | |

From here you can send your
first file. Just click send now and

A confirmation email has been sent to you. Clidk the link in that email to confirm your address and fully activate your sccount.
ou will be redireced to the
Start using YouSendlt right away. W ¥ .\
el Send Files box.

Congratulations. Your account has been created.
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SEND FILES BOX / SENDING YOUR FIRST FILE

% Welcome Rhonds Holscher Logout | My Account | Contact Us

}’OUSENDit' Overview Send| My Files | Upgrade

| Productivity Tools | For Business Support

Send Files

Get More with Pro

To! | vo@gmail.com W MNow just enter the email of the person(s) Proi IAI ansn!ual
Subject: | Sending test file ‘N\‘you wish to send your files to. 369-99
Message: | | am sending this file to show you how to do it.| i | Enter a subject.

et

Enter a message.
. Save nearly 40% on a

JE— Pro Annual Subscription
[ SELECTFILE = Then click Select File.

SUPGRADENOW™

at you get with Pro

Send up to 2GB
Pay-per-use options: Send whole folders
_ Receive via Dropbox
. Track files sent

to YouSendlt's Terms of Service.
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UPLOADING Y@R FILE STEP 1

€ Send | YouSendlt - Windows Internet Explorer

| ® | = https://www.yousendit.com/

= = &

X M 2 Safe Search

x .g Select file(s) to upload by www.ycusendit.com — - a

¢ B Look in: I-Desktop j (<] Ij = i
(R== s -
u‘-} Libraries

Hecet Places stem Folder

Deskiop ystem Folder
ug Computer
Libraries: Systemn Folder

Metwork

onda R. Helsc... | ﬁSave ﬁ Generate (g Sync

m

You can either Double dick on
the folder te open it or you can
click on the folder once then
click open.

System Folder

A
Computer
@—ﬁ Morton 360
4 Shortcut
Network 218 KB

Toontown Online

File name: ||

Files of type: [AnFies ()

I Get s return receipt (3299

It's Terms of Sarvice.

UPLOADING YOUR FILE STEP 2

£ 22N | TUUIENULL - VWINULWS INLEMEL CRpIUer

J = _|# https://www.yousendit.com/

(@ Select file(s) to upload by www.yousendit.com

Rhonda Holscher Logout | My Account | Contact Us

r Business Support

Get More with Pro
Pro Annual

—$109.99—
$69-22
TUrCRROENOW™

Save nearly 40% on a
Pro Annual Subscription

What you get with Pro

Send up to 2GB
Send whole folders.
Receive via Dropbox
Track files sent

» p Safe Search 4

onda R. Holsc... | ﬁﬁave g Generate (g Sync

. Scanned Docurments
| SightSpeed Recordings

| %=

ix L —
w B Look in: I |5 Documents
=) . PrettyMay Call Center for Skype
""‘} N College Admissions
Recent Places Iy or yearbook
: !| ' radPics
' JOMECOMING
F Desktop

Iy | SkypeRecordings
Libraries | Symantec
E&u . The Journal Velumes
n ! . Virtual_Assistant_Forums_FREE_Download_for_MNew _VAs
Computer 1. WebPage files
b -24Connection_2
|
Netwark

“

12010-07-06 PR.
=2010-07-26_14C
ﬁﬂArticle Director
@ Career Test Res
| 1, DOCUMENTS
@ 05330047

@ FloorPlans6585
@ ___letterTha
@In speciton 8.6

@Items to includ
@ Letter of Recon
@ MobileHomeW
®f NU14.5.0.116b

@ PhotoScapeSet

File name: |2010-03-25_111213

Files of type:

| Al Files (77)

Rhonda Holscher Logout | My Account | Contact Us

r Business Support

Get More with Pro

Pro Annual
Onee yeu've located the 999
file you want to send just
double cick on it or click
onae and then click Open.

nearly 40% on a
Bnnual Subscription

you get with Pro

ind up to 2GB
ind whole folders

s Terms of Service.
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YOUR FILE HAS BEEN UPLOADEINOW SEND IT
Send Files

........ : | vo@gmail.com

Subject: | Sending test file

Message: | | am sending this file to show you how to do it. -

.

SELECT FILE Mow you se the file here. l
2010-03-25_111218.png

Pay-per-use options:

I Premium Delivery (52.95)
r

. Onee you see that yeour file is
By clicking on the 'SEND IT butten, yoy UPl0aded dick SENDIT.

YOUR FILE IS BEING SENT

7

Welcome Rhonda Holscher Logout | My Account | Contact Us
H O
YOUSENDIt Overview

Sendl My Files | Upgrade [ Productivity Tools [ For Business | Support

Your file i1s being sent...
15% completed (214.86KB of 214.86KB)

Get More with Pro

. i . Pro Annual

Estimated time: remaining: 0 seconds | This is the status of your file being sent. I sodm-—ua

2010-03-25_111218.png EEEE ssg-ﬂ

N

s B ——
Do you want to be notified when your Save neady 40% on &
file is downloaded?

Pro Annual Subscription
Pay 53.99 and get a return receipt.

What you get with Pro
Cheose your option here and your file
will finish sending. » Send up to 2GB
@  Fress= do not close this pag)|

« Send whole folders

» Receive via Dropbox
* Track files sent
Dion't show me this messags again. :
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YOUR FILE HAS BEEN SENT

,’*‘"/ Welcome Rhonda Holscher Logout | My Account | Contact Us

YOUSENDIt Overview SendI My Files | Uparade | Productivity Tools | For Business | Support

This is the link to your file and can be used to send the file from
your persenal or business ernail accounts. Just copy and paste that _
link inte your email. nd 2GB with Pro

This netice is just informing you that sormetimes Spam filkers may Pro Annual
prevent the file from being received. It is wise to check with the

intended recipient to ensure that they have recieved it If they have 569-99
File xpiration date: October 12, 2010 / not then copy and paste the link to your personal or business ernail

and send it that way. PGRA (o]

Spam filters can occasionally catch emails. To aveid this, use your own email to send this notification.

Your file has been sent.

Here's the link to your file:

https:/fwww. yousendit.comidownload WTMNIZHIyTERHa1B2WmcBPQ

SEND ANOTHER FILE

To send another file just click SEMD
AMOTHER FILE and repests the steps
above.

LOG OUT
"j Click here to Logout. IW Legout | My Acsount | Centact Us

YOUSENDit' Overview Send| My Files

Upgrade Productivity Tools For Business Support
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SYNC WITH OUTLOOK

Note: If you use Outlook, YouSendIt syncs with the program. Downloading the Outlook tool

will save you time in the steps mentioned throughout this instructional manual.

PRODUCTIVITY TOOLS

Click en Preducdivity to Download or learn Welcome JLogout | My Account | Contact Us
more about syncing with Cutlook.

}’OUSENDlt CVETvIEw e W7 FITES Upgrade Productivity Tools For Business Support
1 1 1 ! 1
Home = Productivity Tools

Send faster, receive guicker, track easier! Productivity-boosting applications and plug-ins make it easy to get even more from YouSendt. From faster uploads using YouSendit Express,
to file transfers from inside Outlook, greater ease is yours in minutes. See how

DOWNLOADFOROUTLOOK
/ Welcome Diane Hess Logout | My Account | Contact Us
YOUSENDit Overview | Send | My Files | Upgrade Productivity Tools | For Business | Support
Home = Productivity Tools
Here you can Download by dicking the Download link or Learn more

by clicking the learn more link at the bottomn of this box. From here you
Send faster, receive quicker, track easier Productivity-boosting applications and plug-ine n can Download and Sync with your Qutlook. =

to file transfers from inside Outlock, greater ease is yours in minutes. See how
~ YouSendit
0 Mobile Tools

1 b YouSendit
a
‘ij Express L

0w

YouSendit

‘y For Outlook

With YouSendh Express for desktop: Send large files and folders from Mobile applications for on-the-go
Wicrosoft Outlook! CONYENIENCce:

Upload speeds faster than your
browser Simple and non-intrusive plugin for Now available for iPhone and
Send and receive from your desktop - Outlook BlackBerry
PC or Mac Eliminate email bounce-backs View all files sent via YouSendlt
Automatically resumes uploads after Reduce storage and bandwidth See who downloaded what files and
network interruptions utilization when

Conveniently track on-the-go

ey =y

» Learn More earn More

[ SGQa tSINYy Y2NB | o02dzi aeyOAy3a gAGK hdzif221 @

YouSendlt seamlessly integrates with Outlook with no extra steps necessary.
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DOWNLOAD OUTLOOK SYNC

DOWNLOAD
(% YouSendit
U E For Outlook L

Send large files and folders from
Microsoft Outlook!

Simple and non-intrusive plugin for
Cutlook

Eliminate email bounce-backs
Reduce storage and bandwidth
utilization

Click Download Mow to
Do nload.

Learn More

RUN

This win@w will pop up and you want to click Run.

[~ YouSendit
&y - WY For outlook L
L |

&

0% of ..uSendltOutlockSetup2 12 _d.exe from static.you s| = x|

File Download - Security Warning u

Do you want to run or save this file?

@ Mame: YouSendltOutlookSetup2_12 4.exe
Type: Application, 4 38MB
From: static.yousendit.com Click Run.

Save l [ Cancel ]

potentially ham your computer.  you do not trust the source, do not

|@ While files from the Intemet can be useful, this file type can
- run or save this software. What 's the rsk?
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YOUSENDIT IS DOWNLOADING

17% of ..ndltQutlockSetup2_12_4.exe from static.yousen...Elilg

o

0 It's now dewnloading K

to your computer.

W ndiECutl Jyousendit.com

—
Estimated time left: 11 sec (455KE of 4. 38ME copied)
Download to: Temporary Folder

Transfer rate: J45KB/Sec
Close this dialog box when download completes

Cpen | |O|:|en Folder | I Cancel I

SmartScreen Fitter checked this download and did not report any
g threats. Repart an unsafe download.

[F Ark hafars mandlns

PREPARING TO INSTALL
You will then see this window pop up.

—
7% InstaliShield Wizard -—)

Preparing to Install...

e
=

‘YouSendIt Plug-n for Qutlook Setup is preparing the
InstallShield Wizard, which will guide you through the
program setup process, Please wait.,

IR

Decompressing: 1SSetup.dil

_‘I&_lj

Cancel
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INSTALLED
This will window will popup nexthené A O1 2y WbSEGQ®

' B
YouSendlt Plug-in for Qutlook - InstallShield Wizard [

Welcome to the InstallShield Wizard for
YouSendlt Plug-in for Dutlook

The InztallShield *wizard will install v ouS endlt Plug-n far
Outlook on your computer. To continue, clhick Mest.

This window will pop up next. Click on
Mext.

i

< Back MEmt » Cancel

LICENSE AGREEMENT
This is the next window pop uplese read the license agreement and then choose the option you wish
IyR Of A01 WbSEGQO®

r A
YouSendIt Plug-in for Cutlook - InstallShield Wizard [

Licensze Agreement
Flease read the following license agreement carefully,

YOUSENDIT PLUG-IN -
SOFTWARE LICENSE AGREEMENT |j
PLEASE REA Thap this window will pop up. Read the ULLY BEFORE
DOVWHLOADIN Li A t and th lick " t th ARE OR ANY
DOCUMENTA: LicEns Agreement and then click | accept the

terms of the license to agreement' to continue
THIS SOFTW2 with the install. If you dick | do net accept SE OF THE
SOFTWARE U the terms of the license agreement it will not EXECUTED
A SEPARATE install, Mow click Mext!,

CMPUT TENAAC MAC CCMCE inTaen

() | do not accept the terms of the license agreement

InstallShield
< Back ] &5-:0 ]’ Cancel ]

TUIC AFMCCAACUMT SN CRACLUT S TUC Wl

@ | accept the terms of the license agreement
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DESTINATION FOLDER
CKA& G6AYR26 oGAff

(recommended) or you can browse and savétd (i 2

L2 LI dzZLJ y SE

g KSNB

-
YouSendIt Plug-in for Cutlock - InstallShield Wizard

Choose Destination Location
Select folder where setup will install files.

Setup will inztall YouSendlt Plug-in for Dutlaak in the following folder.

Toinstall to this folder, click Mext. To install to a different folder, click Browse and select
anather folder,

You may click 'Browse' to change the Destination
Folder or just leave it where it is.

Now dick Mext'.

Destination Folder

C:AProgram FileshvouSendith

|nztall5 hield

Mext >

< Back Cancel

SETUP STATUS/SYNCING with OUTLOOK

YR

@2dz Oly 2dzad Of A
d2dz 6Lyl yR GKSY

This is the next pop up window and it is preparing Outlook to Sync with YouSendlt.

Setup Status

Bl B

YouSendlt Plug-in for Outlook - InstallShield Wizard ==

YouSendlt Plug-in far Dutlack iz configuring vour new software installation.

This window will pop up next and this is

1 preparing Qutlock to Sync with
" Y oudendlt.

[

M| InstallShield

Cancel
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INSTALL COMPLETE
/| KSO1 W[ ldzyOK hdziif 221 y26Q (2 sén8yfienawjudehehve thiNk G T A §
unchecked.

/| KSO1l W+xASgs wSFERYSQ AT @2dz ¢lyd (2 NBFIR Y2NB Ay T2
just leave unchecked.

/| tA0]1 WCAYAAKQO®D

o 3

YouSendIt Plug-in for Qutlock - InstallShield Wizard

InstallShield Wizard Complete

Setup haz fimizhed installing vouSendlt Plug-in for Outlook an
pour cormputer,

heck Launch Qutlocl now I
to snd you first file onae it is
Launch Dutlook naw.  completed.

[¥] iew Readme You can check View Readme
for more information on this
aNc.

Click Finish'. '

/

< Back Cancel

OUTLOOK WILL OPEN

Once your install is complete Outlook will opentwitouSendIt welcome screen displayed over your

hdzift 221 ® , 2dz Oy OKSOl WwW52yQi Fft2¢ GKS YSaal3as
YR GKSy OtA0l W/ t2asSqQo

(& Outlook Today -
i Edit
New - |3

= P9
rosoft Outlook Qutlook will open now with Yousendlt welcome screen.

Type a question for help [-]
N =@ gl Gk )| 4 o | fab &) | outlookitoday i 25 ) Back (D |-l

| RingCentral ~ | i Send Fax _J: 7 Search | [=1] Open Norton AntiSpam 2] This is Spam [« This i= not Spam [%] Empty Spam Folder

i # YouSendt

Mail « & Leatd Tl To-Do Bar » =
Fovorte rtser ER4 T e
Mail Folders -

YOUSENDIt"

Schedule appt's & be available by phone for call backs
12:00 PM - 5:00 PM.

O] All Mail Items:
12 €5} Personal Folders

[y 4 » &

Welcome to the YouSendit Outlook Plug-in. 21
5] Deleted items (76) 9 READ THIS 1
(2 Dratts [1] B
=) TASKS
El=] l;b:x e E &) Inbox - Microsoft outlock 4 bR 200 pua
[ AccountingDeptRVO () f EMe Edt View Go ool Adions Bus 0 1=
[ Alerts L4 iaabew - @ (] X | uReply CHReplyto 0
= T . P— o send files over a certain size through YouSendit, click o
= WW’ i jueusenainlis | G Business Contact tansgr he YouSendit bution in your Outiook toolbar and select the 0
3 [ NETWORKING e B Sion out of YouSendit safiguration menu (you just have to do it once). ° ASKS
(3 Cincinnati.com v Confisuntion.. — o [‘!ﬂ!‘!m ~4:30 P
(3 Classmates.com (2} [ L c 0 i
(L3 Conferences / Teleseminars 0 About. o U
carem I e — 0 Arranged By: Categories |&ontop
Mai Foiders
& rvcom @) - N | e
23 MerchantCircle L , 0 _
S irgionoenll SR | SEES -
[ Skype = What's Hew S
cur first file through
=] TheMomEntrepreneur (1} MNow you can aftach entire folders! ‘(’)uﬂmk with = 0 3010-10-05 YouSendlt Manual A d
g 1:!:;1;;{:‘],‘““ @ Need more information? Visit our Knowledge Base. YouSendlt. ministrative Procedure Manual - Re.. Y
1
g ::2 o 0 = @ cm2010
= vaville I~ Don't show this message again L e o Tnvoice from ov
(23 WordPress T bookkesper)
2 vahoo e e M) L= —
ca 5) b d Friday hersamemeed 0 MySchoolAcco ) e
----- S o Dwans aTasks ror oav T omee R
HE L@ EE - r 3 r
TASKS e §

Fonne



YOUSENDIT BUTTON
/I £tA01 W, 2d SYRLGQ FTNRY (KS waSkghity differdidt I@cationrodziodr2 2 { @ ¢
menu bar as it depends on how your menu bar is set up, but this is how the YouSentlt button will look.

= S

— — -

L
Type a question for help I
0. e S e NERERR:Y

3¢/ This s Spam || This s not Spam 3] Empty Spam Folder -

[v) Qutlook Today - Microsoft Outlook —— el _l_ —
! Fle Edit View Actions  Help I the tep just under the menu bar you will se the

- "YouSendlt' button, It may be appear in a slightly
¢ yilew + | 5| 0| Send/Regeive + | L Searchad different location on your menu bar. Depending on
s | RingCentral~ {8 Send Fax s

) | outiooktoday

how you have it set up, but this is how it looks.

hy OS @& 2 dd@®YdpuSeridIAitdvill open up a menu that | cannot take a screen shtibit will
be a dop down menu with these options:

1. Signin

a. You may sign into your YouSendIt account from here.
2. Configuration

a. You can change your YouSendIt properties here.

3. Help
a. This is self explanatory and will be your help guide.
4. About

a. This gives you information on theng®n you are using, Trademark information, and the
website address to YouSendlt.

SEND A FILE

Add your attachments to your email just like you would normally, and when sending the message
YouSendlIt will pop up. Just enter your email and password fory@udz{ Sy RLG | 002dzy i I yR

s to the book

9 I It look i Taddedal
- When you hit 'Send' in

N 4 Cutlook this wondow will

@ - pop up for you to snd
— F\DUEENDH your file using ¥ ouSendlt.
71

Your email address: I

Your passwaord: I

I
TV

? Dian't have an account?

- [ OK ][ Cancel ]
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FILE RECEIVED
CKA& @gAYR26 A& 2F oKI

iKS FTAES NBOSAQPSR t221a

o a ]
Test
. o
Thu 10/7/2010 2:22 FM
—_—
A file has been sent to you via the YouSendit File Dalivery Sernce.
Download the file - 2010-06-16 fxlsx
Your file will expire after 14 days or 100 downloads.
i Sincerely, L
This is what the recipient's message will look like. | have blocked out
portions to protect privacy.
See the green box. That is your file where it say "Download the file -_
File Marme is underlinded' and in blue font. That rmeans this is a
hyperlink to your file. This will take you to a webpage on Yousendlt
to download the file.
n "X
DOWNLOAD FILE
wdza i Of AO01 W52¢yfi2lRQ®
fj Login | Sign Up | ContactUs
yOUSENDit' Plans & Sign Up | Free Trial | How It Works | Productivity Tools I For Business I @ Login

YouSendlt File Delivery
2010-06-16 BCHQ UN PW.xlsx

Size: 9 KB

Easily Send, Receive and Track Large Files
Get your FREE account now.

A clicking on the file to download you will be
takgn to a webpage that looks this. Click on

Deowlead' te doewnload yeur file from this webpage.
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OPEN / SAVE FILE
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From: ftf-533.

Do you want to open or save this file?

If you do not want to save the file just
fix: Name: 2010-06-1 jict \Open' if you wish to save it then
HH Type: Microsoft click 'Save.

Open

Save [ Cancel ]

ham your computer. f you do not trust the source, do not open ar

|@ While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?
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| cheose save in the last step and this
window popped up. Choose your
destination folder. In this case | chose my
desktop. Mow dick Save'.
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A window wil pop up and download your file. Now you should see it on your desktop or other chosen
folder. This next image shows the file on the desktop.
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