Save and Check Attachments/Downloads.

ALL eMail attachments, no matter who they come from MUST be SAVED and
checked by your antivirus program before you open or load them.

Firstly, you should make a folder in your 'My Documents' folder called
DOWNLOADS.

To do this, open ‘Start/My Computer’, and double click on your documents to

_ open them.
aimix| OP
i J File Edic ‘iew Favorites Tools Help | -;f
00 3] pme e |ib s x 0
Files Stored on This Computer =] —
.’j My Documents
0 shasan E [ adninso t e
I/J Llg-] OCUments ~’J Imin's Documents :\-} Mypictures
, bird LY
= My Music
"/% Jeffery Gale's Documents .-"‘ i
orer T 3
5 My Eorﬂ)uter
Hard Disk Drives
ditPad B‘ Contral Panel
w Loeal Disk () w Mare DATA (D:) Sek Program Access and
rd Ciefaults
&;@ Jeffs DATA (E1) % Gelniaciiy k
“:\:3 Printers and Faxes
Devices with Removable Storage
e 3
i o g) Help and Support
H 3% Floppey (AL} _.@, DYD-R Drive (Fi) S o
; =) i = derbird '_) Search
o : . _—
|Q FR._SOFTE (G:) S PREACKF 001 (G |
' i

Lag OFF @ Turn OFF Compuker
|12.351:arl: _| LHRHIE > | &) SWPWarriors.com - Moz,
Once they are open go to the FILE drop down menu/New/Folder.
Do not click on this folder, but type in DOWNLOADS in upper case.
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Now that you have ‘SAVED AS’ the attachment or download from the Internet,
into your DOWNLOAD folder in My Documents, what do we do with it?

We check it with our Antivirus program. The easiest way to do this is to again
open My Computer as above, and open My Documents/ DOWNLOADS.
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Antivirus program you are
using, if it does not find
any lurking virus it should
just close and if it does
find a virus, then it should
ask you whether you wish
to DELETE it or place it in
a LOCKED folder, It is
recommended that you
always delete it.

If the file/Program was safe [ no virus ] then you can view or install it to your

computer.

Using this system and making it a habit will go al o n g way in keeping your

computer safe.



