How to Copy a Folio Emailed through the Message Center

Click Messages from the My Links area of your home screen.
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Click the Subject of your new message.
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Directions: Click the title of a message to view details. Use the checkboxes to select messages for moving or deleting. @ Help on this Page
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Click the title of the folio from the body of the message.
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Date: 4:08 PM (EST) Thursday, December 15, 2011
From: Elizabeth Jett
To: Francesco DiBartolo
Subject: Shared TaskStream work

Attached please find a link to the web folio I shared with you,EducatiDnaI Leadershig Folio TemEIatel
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Click Copy in the top right corner of the screen to copy the folio into your account.
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