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Selecting multiple files or copying, moving, or deletion 

 

1. Choose the folder that have the file that you wish to work with. 

 

 
 

2. To select a group of files or e-mail messages that are altogether click on the very first file or e-

mail message. 

 

 
 

3. Press and hold the shift key on your keyboard, then click on the very last file or e-mail message 

that is within the group of messages you wish to manipulate. 

 

 
 

4. The entire group of e-mail messages will be highlighted between the first and last selection. 
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5. To delete these messages click the delete button is located on home ribbon. 

 

 
 

6. Using the right mouse button click within these highlighted messages bring up a context menu 

with many options including open, copy, and delete. 

 

 
 

7. An alternate method to select multiple e-mail messages that are not grouped together is to hold 

down the control key as you select each message. 
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8. You can now apply the same end result using the delete key or the right mouse click and the 

context menu options. 

 

 
 

 


