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SureClose — Transfer a Document to a Message

9. By default the Record on the Activity Log option is
Transfer a Document to a Message selected. Accept the default to record the transfer on the

You can select a single or multiple documents to ransfer. When a Activity Log, or select the check box to clear the selection.

document is fransfemed, a copy is made and sent to Messages, 10. When finished, click Save.
while the original document rernains intact on the file. Transferred

documents display as Motifications on the Messages tab. Notes:

Steps

1. On the navigation pane, click Files. Recent Files display at
the top of the navigation pans.

-

From Recent Fileg, click the file you want to work with. If

needed, search for the file.
Click Documents.

Select the document or documents you want to transfer.

From the menu bar, select Move—Transfer Documents.
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Under Transfer selected documentis) to, select
Messages. MNotice the documents you selected from the

Docurnents page display in the Selected document(s): box.
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7. Select any additional documents from the Awvailable

document{s): kox and then click the down amow to maove
those documents o the Selected document(s): box.

. Use the Move Top, Move Up, Move Down, or Move
Bottom buttons to change the order of the documenits

displayed in the Selected document(s): box.

HNote: If Conwvert to a single POF is selected, the Mowve buttons
can be used to determine the order in which the documents will

be displayed in the PDF.
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