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How to Access Legal Memos on 
TAO E-mail



How to Access (cont.)

• Once in TAO E-mail, left click with mouse 
on “Conferences”.

• (Located in the left-hand box under TAO-
Online).

• Double-left click on “Legal_Memos”.
• (Located in the right-hand box).



Double-left click on the “Subject Folder” desired.
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Configure - Local Options
1

2 3

1. Click on “Tools”on “Menu Bar”

2. Select “Configure” in first dialogue box

3. Select “Local Options” from second dialogue box



Configure - Local Options:
“Offline Path”

This is used to direct the 
storage of EMAILs
“outside” of TAO 
EMAIL.

It is important that you know where to find 
these files in Windows Explorer.



To Download an Online Folder:

• 1. Select the online personal folder you wish to 
download.

• 2. Right-mouse click and select the Download 
folder option. TAO will display the New Offline 
Folder dialog box with the name of the online 
folder you are preparing to download. You can use 
choose to use the same folder name or enter a new 
offline personal folder name. 



Download Folder Cont’d

• 3. Enter the folder name and click OK. 
TAO will create a new offline personal 
folder and copy all of the letters in the 
existing online folder to the new offline 
folder.



Download Folder Note
NOTE: If an offline folder with the same name 
already exists, TAO will display the following 
message: 

• If you click “Yes”, TAO will copy the online 
letters to the existing offline folder. If you click 
“No”, TAO will allow you to change the New 
Offline Personal Folder name.



Finding your offline folder

• Start Windows Explorer
• Navigate to your “Documents” folder
• Left click on the plus sign next to the 

“tao” folder icon
• Left click on the plus sign next to the 

“offolder” folder icon.



Finding your offline folder 
Cont’d

• Left click on the folder that you need

• The letters will appear in the right had 
section of the screen

• Double click on the letter you want to read
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