Downloading Attachments in Outlook
Open the Outlook program and open the E-mail with the attachment in it. 

1) Click once on the File Menu near top left corner.

2) Hover down to the option “Save Attachments”, and then swing out to the right when the menu extention appears with the list of attachments in it.  

3) Select the attachment you want from the list and Click on it once.
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The next window that appears will ask you to save the document somewhere.  Make sure to save things in the “My Documents” folder for easy retrieval later on.
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The Name field will usually suggest something, but you can change this to suit your needs.  When complete, click on the “Save” button near bottom right.
