Revision 3.0.1 @SHR‘NG

TECHNOLOGIES

Accounting & Tax Service Gmail Account Viewing

These instructions are to outline the process for accessing archive/exported email of
Greenlight acquisitions. As part of the migration process, the technology team will move your
historical emails to a defined directory. This is where the core PST files will reside and will be
unique to each location.

This procedures will give you access to be able to search through large amounts of archived
emails providing an quick and easy way to find important information you are looking for.

Should you have any questions or need any assistance, please do not hesitate to reach out to
the Shring Support Services Team at support@shringtech.com or 678.680.4911 for assistance.

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Revision 3.0.1 @TstgnlNGs

Accounting & Tax Service Gmail Account Viewing

Step 1

Launch SysTools Outlook PST Viewer software from the Start Menu e

File Help
[F Add File EJ CloseFile b Export X Exit [ Switch View -

Folder List [~ Folder List
1Y @ | From | Subject | Recsived | sizefkg)

Normal Mail View ‘ Hex View | Properties View | Message Header View | MIME View | Email Hop View | HTML View | RTF View | .l:l:‘

Convert Outlook PST Files into Multiple File Formats in 4 Easy Steps

Preview

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Accounting & Tax Service Gmail Account Viewing

Step 2

Now add the PST file by clicking on the Add File button.

File Help
[=F Add File |ﬂCIuseF|le b Export X Exit [ Switch View -

Folder List [~ Folder List
DD | 1] | From | Subject | Received

Normal Mail View ‘ Hex View | Properties View | Message Header View | MIME View | Email Hop View | HTML View | RTF View | .l:l:‘

Convert Outlook PST Files into Multiple File Formats in 4 Easy Steps

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Revision 3.0.1

@SHRING
TECHNOLOGIES
Accounting & Tax Service Gmail Account Viewing
Step 3
As you click on the Add File button, a small window will pop up where you have to browse the PST file
location from the machine.
& SysTools PST Converter v2.0 (Full Version) = B
File  Help
7 Add File E3 CloseFile b Export M Exit (i Switch View - |
Folder List L;i Folder List

D) 8 | From | subject | To | sent | Received | size(KB) |

&' Select Path

Select File :

| Advance Scan  Use this option if the file iz highly comupted. |

Calendar Nermal Mail View | Hex View | Properties View | Message Header View | MIME View | Email Hop View | HTML View | RTF View | [« | »
| Contacts
e Convert Outlook PST Files into Multiple File Formats in

H Journal F._ %Q E

Open Scan Preview Export

I

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Accounting & Tax Service Gmail Account Viewing

Step 4

@SHRING

TECHNOLOGIES

Select any one PST file from the @EmailExport folder (P:\12086 - ATS Data Transfer\@EmailExport) & click

Open to open the selected PST file. The files are separated by year, 2011, 2012, 2013, 2014 and 2015.

&5 =[] « 12086 - ATS Data Transter » @EmailExport » v [ %3] Search @t )

Organize = Mew folder =+ [ .@.
‘% Favorites * Mame Date modified Type

B Desktep , @ATS Google Drive 8/27/2015 2:25 PM File folder

& Downloads L | ATS 2011.pst 8/18/201512:43 PM  PST File

= Recent Places || ATS 2012.pst 8/18/201512:43 PM  PST File

L | ATS 2013.pst 8/18/201512:43 PM  PST File

4l Libraries L | ATS 2014.pst 8/18/201512:43 PM  PST File

= Documents || ATS 2015.pst 8/18/201512:43 PM  PST File

J‘- Music E

| Pictures

B2 Videos

% Computer
&, Local Disk (C:)
¥ public (\\greenlight001) (P:)
S WinC5I (\Wgreenlight002) (W:)
5 €5 (\\10.0.60.225) (Z:)
&5 CD/DVD Drive (D: on SHRINGTECHZ20
—a Local Disk (C: on SHRINGTECH20)
2 Netwark Drive (P: on SHRINGTECH20 il

6 items Offline status: Online
Offline availability: Mot av;

ailable

Contact Shring’s Technical Services
email: support@shringtech.com

Telephone: 678.680.4911
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Step 5

After adding PST file, the software will show its location. If your PST file is highly corrupt, then check the

Advance Scan option. Then hit the, Add File button.

(Please ensure that the Advanced (Scan the file with detail analysis) button is selected

,rv-' SysTools Outlook PST Viewer Pro v1.0 m (=@ N

File  Help
[ Add File ©, Search [ CloseFile b Export 3 Exit ||j55witch View ~
Folder List Lj Mail
I @ | From | subject | To | sent | Received | Size(KB)

Lj P Select File: P:\12086 - ATS Data Transfer\@EmailExporhATS 2011, pst

[:5] calendar Scan Mode : ) Quick  (Scan the file without detail analysis)

8= contact @ Advance (Scan the file with detail analysis)

Z Tasks - . . . )

— View . Search Outlook PST Files in 4 Simple Steps
|

LE Journal F— Q — D

o .- - B - = -

Y Open Scan Preview Save

email: support@shringtech.com

1038AM |
9/15/2015

Contact Shring’s Technical Services

Telephone: 678.680.4911
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Accounting & Tax Service Gmail Account Viewing

Step 6

scanned, its overall size in KB, & the file creation date.

<

The following screen will appear while the file is being scanned. You can see details like: name of file being

SHRING

TECHNOLOGIES

(D GLTDesk - Desktop Viewer =N Ech =
( ' SysTools Outlook PST Viewer Pro v1.0 m (== N
File Help
[ Add File O, Search € CloseFile b Export 3 Exit ||j§ Switch View -
Folder List |j Mail
[ P:\12086 - ATS Data Transfer\@Emg| | )@ | From | Subject | To | sent | Received | Size(KB)

Scanning

P\12086 - ATS Data Transfer\@EmailExport\ATS 2011
pst

Size(KE) :

506433

8/18/20156:12:31 PM

Preview

1040AM |

9/15/2015

Contact Shring’s Technical Services

email: support@shringtech.com

Telephone: 678.680.4911
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Revision 3.0.1 @SHR'NG

TECHNOLOGIES

Accounting & Tax Service Gmail Account Viewing

Step 7

After complete scanning of the PST file, software shows the following screen.

& SysTools PST Converter v2.0 (Full Version) = B

File Help
[ Add File £J CloseFile b Export X Exit (i Switch View - |
Folder List Lj Folder List

[ C:\Users\user\Desktop\pst file| | |[] [0 | From | Subject | To | Sent | Received | size(KB) |

&' sysTools PST Converter

@ Scanning completed successfully.

< >

L_\;] Mail

[5 calendar Nermal Mail View ‘ Hex View | Properties View | Message Header View | MIME View | Ernail Hop View | HTML View | RTF View | 'I:l:‘
8- Contacts

i Convert Outlook PST Files into Multiple File Formats in 4 Easy Steps

" - = =Q f

[ FolderList Open Scan Preview Export

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Accounting & Tax Service Gmail Account Viewing

Step 8

@SHRlNG
TECHNOLOGIES

Now, the software loads the complete PST file and generates a preview of the emails in it. Users can view the

loaded emails in different ways like: Normal Mail View, Hex View, Properties View, Message Header View,

MIME View, Email Hop View, HTML View, RTF View, Attachments & Hierarchical View.

Click on "Normal Mail View" tab to preview the email body.

D GLTDesk - Desktop Viewer

= 2] ATS201L.pst
= (@ IPMRoot (0)

J21 Deleted Items (0)
C\'\\ Search Root (0)

2 b.mclane@juno.com
| W Google Calendar <...
[F] i3 @ Google Calendar <...
= =] mikemelancon@at...
D =] corpefiling@sos.st..,
I:‘ =] atlanta.ats @gmail....

Craig Campbell
Nicole Barthelmeus
Craig & Tiffany Tim...
Craig Campbell: 20...
Office of the Secret...
RE: Financial Quote

taxpro@newdaytax...
taxpro@newdaytax...
taxpro@newdaytax...
Craig Campbell <ta...
atlanta.ats @gmail....
lola <LOLA@flood...

12/30/2011 3:16:48 ...
9/1/2011 1:44:10 PM
8/23/2011 8:113:27 P...
7/12/2011 5:30:24 ...
12/30/2011 11:26:5...
12/30/2011 10:47:0...

& SysTools Qutlook PST Viewer Pro v1.0 m —
File  Help
=¥ Add File \O\ Search ) CloseFile b Export X Exit [ Switch View - |
Folder List |_j Mail
= [ PA12086 - ATS Data Transfer\@EmailExporttATS 20| [T [ | From | Subject | To | sent | Received | Size(KB) -

12/30/2011 3:18:47 ... 39
9/1/2011 1:44:20 PM 19
8/23/2011 8:20:28 PM 19
7/12/2011 B:530:27 AL B
12/30/2011 11:29:5... 7
12/30/2011 10:47:0... 11

4 . 3
""" ) =] The Cleaning Auth... Quality undisclosed-recipi... 12/30/2011 9:48:46 ... 12/30/2011 9:458:52 ... 9

|__\J Mail D (=1 @ Asia Tucker <hillan... Re: Invoice /2011 T, ATS Client Services ... 12/29/2011 6:43:22 .., 12/29/2011 6:42:31 ... 43

[3 Calendar I:‘ = Peter Banjanin <p.. Ret W7 Carol Campbell <c... 12/29/2011 6:23:01 ... 12/29/2011 £:23:09 ... 17 52
Normal Mail View | Properties View | Attachments

&_| Contact
From : bomclane@juno.com Date Time  : 12/30/2011 3:16:48 PM

-

ﬁ Tasks .
To : taxpro@newdaytaxsolutions.com;

D Notes Cc

\:ﬁ Journal = :
Subject : Craig Campbell

O% Search
Attach : =] $300 MO.jpg

[ Folder List
Hello Craig, -

1048 AM | |

9/15/2015

email: support@shringtech.com

Contact Shring’s Technical Services

Page 9 of 16
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TECHNOLOGIES

Accounting & Tax Service Gmail Account Viewing

You can also print any email by right clicking on the email in the normal reading window and selecting print.

Additionally, if there is an attachment you can click on the attachment to open the attached document.

‘& SysTools Outlook PST Viewer Prov1.0

File  Help Back
(=% Add File . Search I CloseFile B Export X Exit Forward ew - |
Folder List \_j Mail Save background as...
B = Ci\Users\jtharpe\Documents\HR Block\PSTVAT) (][] | @ | From | subject | To | sent Set as background | sizefkB) |~
4] ATS2011.pst [] £ @ b.mdane@juno.com Craig Camphbell taxpro@newdaytaxselution... 12/30/2011 Copy background 39
£ (@ PMRoot (0) [F] i3 @ Google Calendar <calendar-... Micole Barthelmeus taxpro@newdaytaxsolution... 9/1/2011 1: 19
@ [ Topof Qutlook datafile (1431) X X Select all
[[] i1 @ Google Calendar <calendar-... Craig & Tiffany Time For Cas... taxpro@newdaytaxsolution... §/23/201138 19
il Deleted Items (0) Paste
o{\ Search Root (0) mikemelancon@att.net Campbell: 2011 Tax P raig Campbell <taxpro@ne... _
(@ IPM_COMMON_VIEWS (0) [7] i3 corpefiling@sos.state.ga.us  Office of the Secretary of St.. atlanta.ats@gmail.com; 12/30/2011 Create shortcut 7
[l 63 atlanta.ats@gmail.com RE: Financial Quote lola <LOLA@floodatlanta.co... 12/30/2011 Add to faverites... 1
B & The Cleaning Authority <the.. Quality undisclosed-recipients:; 12/30/2011 View source 9
[C] 631 @ Asia Tucker <hillandalepe®... Re: Invoice / 2011 Tax liability  ATS Client Services < dlientse... 12/20/2011 et v 43
[T] £ Peter Banjanin <peter@con... Re: W7 Carol Campbell <carol@ne...  12/29/2011 17
Print...
[C] &3 Amazon.com <payments-me... Refund on order 102-09629... carol@newdaytaxsolutions.... 12/29/2011 1
Print preview...
|:| =0 Asia Tucker <hillandalepc@... Re: Needing Signature ASAP  ATS Client Services <dientse., 12/29/2011 e (2]
resl
[} [=] exardesco@gmail.com Re: TEST Carol Campbell <carol@ne...  12/29/2011 15 -
4] - D - Append to Existing PDF
- Norrmal Mail View | properties View | Attachments
() mai Clip bookmark
From i Asia Tucker <hillandalepc@yahoo.com> Date Clip this page
[T calendar To + ATS Client Services <clientservices@atsmail.nets: Clip URL
8] Contact Cc + dr niaz <niazsaira@hotmail.com>; Cenvert to Adobe PDF
- Bec : Export to Microsoft Excel
] Tasks
Subject + Re: Tnvoice / 2011 Tax liability LastPass
Nots LastPass Fill Fy
otes Attachments  : (3% PL year to date comparison 12-20-11+lsx astfass Hll rorms
= New note
H Journal
Send to OneMote
O% Search The check will go out in the morning. I've attached our P&L Year to Date Comparison Report for . increased $168,000. With that
great of an increase Dr. Niaz is concerned about the increase in our tax liability. Please ask Chuck EE ore vear end to decrease our
[ Folder List tax liability.
LTl -

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Accounting & Tax Service Gmail Account Viewing

Step 9

You can now search the open emails by selecting the search option under file, search of by clicking on search
on the tool bar.

File  Help
(= Add File ©, Search €3 CloseFile B Export X Exit

With the search option you can search by name, to email address, from email address, subject or a key word
in the body of the emails.

[0 6LTDesk - Desktop Viewer [E=5Ech|=|
& SysTools Outlook PST Viewer Pro v1.0 (R RS = | TS
File  Help
[ Add File ! Search EJ CloseFile b Export ¢ Exit
Search Search
= P:\l?riﬁz;lﬁ ;[t)ata Transten @EmailSgotATS | £ b 11 5 | ) At preview | [B Look For
i | P H
= [¥].3 PMRoot General |
= [V] 3 Top of Outlook data file )
Deleted tems p
Search Root -
- A s x
-
‘| e e x
L s & fon X
—— a s x
[8] Contact AL Add Criteria -
z\ Tasks
D No Result Found
Notes
LL-E'H Journal
O% Search
[ Folder List

11:03 AM ™
9/15/2015

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Step 10

To export selected emails, simply select the emails, right click on it, and select Export to export the selected
items.

D GLTDesk - Desktop Viewer

& SysTools Qutlook PST Viewer Pro v1.0 m
File  Help
=¥ Add File O\ Search ) CloseFile b Export X Exit [ Switch View - |
Folder List Lg Mail
[ [ P:\12086 - ATS Data Transfer\@EmailExport\ATS 201 [ |0 | From | Subject | To | sent | Received | sizeiKB) |~
= 4 ATS 2011.pst [7] &3 @ b.mdane@juno.com Craig Campbell taxpro@newdaytax... 12/30/2011 3:16:48 ... 12/30/2011 3:18:47 ... 39 [
= [ PMRoot (0) [[] 20 @ Google Calendar <... Nicale Barthelmeus  taxpro@newdaytax.. 9/1/2011 1:44:10 PM  9/1/2011 1:44:20 FM 13
@ Deleted Items (0] D B U Google Calendar <... Craig & Tiffany Tim... taxpro@newdaytax.. 8/23/2011 8:13:27 P... 8/23/2011 8:20:23 PM 19
C% Search Root (0) = =] mikemelancon@at... Craig Campbell: 20... Craig Campbell <ta.. 7/12/2011 8:30:24 ... 7/12/2011 5:30:27 A.. &

corpefiling@sos.si

< = B I:‘ =) atlanta.ats@gmail... RE: Financia otA@flood.. 12/30/2011 10:47:0... 12/30/2011 10:47:0.., 11
""" ) =] The Cleaning Auth... Quality undisclosed-recipi... 12/30/2011 9:48:46 ... 12/30/2011 9:458:52 ... 9
|j Mail D =1 @ Asia Tucker <hillan... Re: Invoice / 2011 T... ATS Client Services .. 12/29/2011 6:49:22 ... 12/29/2011 6:4%:31 ... 43
Calendar I:‘ = Peter Banjanin <p.. Ret W7 Carol Campbell <c... 12/29/2011 6:23:01 ... 12/29/2011 £:23:09 ... 17 52
e — Normal Mail View | Properties View | Attachments
= Co
From : bomclane@juno.com Date Time  : 12/30/2011 3:16:48 PM
-
ﬁ Tasks .
To : taxpro@newdaytaxsolutions.com;
D Notes Cc
\ﬁ Journal =
Subject : Craig Campbell
Q Search
At : =] §300 MO.jpg
[ Folder List
Hello Craig, -

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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@SHRlNG
TECHNOLOGIES

Accounting & Tax Service Gmail Account Viewing

Step 11

An export window will pop up with several export options as shown below. The only option to save the file is
Export to PDF. Also, select a preferred Naming Convention to save the file as when and Browse the destination

location. Lastly, click on "Export" to begin the export process.

THE ONLY OPTION ON THIS SECTION IS EXPORT TO PDF

& SysTools Qutlook PST Viewer Pro v1.0

[0 6LTDesk - Desktop Viewer =5 Ech =
= 2

File  Help
[ Add File ! Search EJ CloseFile b Export ¢ Exit |
Search -
Search re Normal Mail View | Properties View | Attachments
' R Al Export Options
= [# 2] ATS 2011.pst B Export As PDF : : : :
= [@1°8 PMRoot Gene To i ATS Client Services < clientservices@atsma
= [¥]@ Top of Outlook data file HESDELTS Cc ¢ dr niaz <niazsaira@hotmail.com=;
Deleted Items Pilld 1) Select folders to export. Bec ;
Search Root = . . A
= 2) Select naming convention to files. Subject ¢ Re: Invoice / 2011 Tax liability
At : EAPI vear tn date comnarisnn 17-78-
< I v || 58 | 3 Select destination path to save PDF files. < >
[ mail = 3 i i T
Naming Convention (Applicable only for mails)
=
[:E Calendar [Sllbieﬂ -
[85] contact A .
= V| s
] Tasks 1 Destination hlS F)ac:=
—
D Notes
=1 I
Sl 0uma o Make sure the web 2
Q Search + Look for the page w
- I've attached our PL Year to Date Comparison Report for chuck to Review. The i
[ Folder vist Net In come increased $168,000. With that great of an increase Dr. Niaz is s + Refresh the page in
4 @ » 4 11 3

email: support@shringtech.com

Contact Shring’s Technical Services
Telephone: 678.680.4911
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Accounting & Tax Service Gmail Account Viewing

Step 12

A message window pops up notifying successful completion of the export process.

& SysTools PST Converter v2.0 (Full Version) = B

File  Help
[ Add File €3 CloseFile B Export X Exit i Switch View - |
Folder List Lj Inbox

Al Drizzle (0} ~ |0 |8 | From | subject | Ta | sent | Received | size(ke) e

@ Finder (0) 4 3 3 anna ale :30: 132:1.. 19

Inbox (36) =N 570, 15
IPM_COMMON_VIEWS (0)

F] IPM_SUBTREE (0}

3 IPM_VIEWS (0)

3 IPMRoot (0)

48 Joumal (0) v

< 3
[ mail y
Calendar Nermal Mail View | Hex View | Properties View | Message Header View | MIME View | Email Hop View | HTML View | RTF View | [« | »
E —_—_" From : My Opera <noreply=opera.com@mail182.atl61.mcsv.net> Date Time 1 12/19/2013 2:46:02 PM

= To : stepnenchales08@gmail.com;

i]‘ Tasks

Cc

E‘ LIS Bcc

H Journal Subject : Important announcement about your account — My Opera te shut down
D Folder List Attachments

< >

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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Accounting & Tax Service Gmail Account Viewing

Step 13

The output folders can be manually viewed and verified for the successful file conversion from the location

that you saved the file.

Home Share View

E’i & cut ) x IEE ]] [ New item ~ D id Open - HH Setectall
[ Copy path F¢ * EEdit o8 Select none
Mew

—‘a Easy access v
Paste Move Copy Delete Rename Properties

E] Paste shortcut to to

folder r{JZ)Histor)r EEIn\rertselection

Clipboard Organize New Open Select

@ ~ T . v christine.hayes36(2) » Top of Outlook datafile » Inbox v O Search Inbox 2

X REAXVE @

X Favorites Name Date maedified Type Size ~

8 Downloads ﬂ [TechRepublic] 10 free tools that deserve a price tag_2...  10/8/2014 2214 PM Adobe Acrobat D...
(i:ﬂ'_ Recent places 'E [TechRepublic] 10 purchases SMBs need to make_& 7_...  10/8/2014 2:20 PM Adobe Acrobat D...
B Desktop 'E [TechRepublic] 10+ things missing from Excel 2013_1_...  10/8/2014 2:24 PM Adobe Acrobat D...

@ [TechRepublic] A smarter, faster TechRepublic for 201...  10/8/2014 2215 PM Adebe Acrobat D...
ﬁ Hermegroup 'E [TechRepublic] Big data_ Two truths and five myths_2..  10/8/2074 2:24 PM Adobe Acrobat D...
m [TechRepublic] Can a toxic boss be managed__10_7_20..  10/8/2014 2:20 PM Adobe Acrobat D...
18 Thiz PC 'E [TechRepublic] Does using encryption make you a big...  10/8/2074 2:21 PM Adobe Acrobat D...

i Desktop 'E [TechRepublic] Five Apps for disk defragmentation_24...  10/8/2014 2:13 PM Adobe Acrobat D...

| Documents @ [TechRepublic] Five free disaster recovery teols_2_7_20...  10/8/2014 2:23 PM Adobe Acrobat D...

4 Downloads X [TechRepublic] Five handy web development tools_9_..  10/8/2014 2:20 PM Adobe Acrobat D...

W Music m [TechRepublic] Five task managers that improve on th...  10/8/2014 2215 PM Adobe Acrobat D...

76 items

You can also print any email by right clicking on the email in the normal reading window and selecting print.

Additionally, if there is an attachment you can click on the attachment to open the attached document.

Contact Shring’s Technical Services

email: support@shringtech.com  Telephone: 678.680.4911
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D GLTDesk - Desktop Viewer

=5 EER 3

' SysTools Qutlook PST Viewer Pro v1.0 (T
File  Help
=¥ Add File ! Search EJ CloseFile P Export X Exit |
Search Search Normal Mail View | properties View | Attachments |
= Z\l}i?raiszilfl-rs:ata Transfen @ EmailtportiATS § =3 H @ eAuto Preview | [# Look For From : Asia Tucker <hilland Date Time : 12/2¢
= 'j IPMR:)t General | { To  ATS Client Services < clientservices@atsma
= @A Top of Outlook data file Cc
Deleted ftems hillandalepc@yahoo.com p Bec
Search Root (3 Subject NONE Back & Needing Signature ASAP
a ™ Forward Fi Annlicatinn for Frplover dentific;
< 1 3 NONE [
...... & Save background as... -
rom I: —
ﬂ Mail = NONE Set as background
Bady Copy background E
Calendar = [none] py backg i
S Add Criteria - Select all nary Care
A ) - - =
[8- contact = e e Drive, Suite 215
] rasks Select Al Found 1 0058
Create shortcut 0
Mail
D Notes Add to favorites... 1
Mail 16 7
= ail(<): Rem View source
H Journal
Subject From To Ereeiie
; t Senices
Search . e ? - - . n
q i Re: Needing Sign... Asia Tudker <hill... ATS Client Servic... o atsmail.net>

We have to get this back today in order to get the EIN registered fo
com pany before the end of the year. Thank you, Casey=- Client Sel

@

Refresh

Properties

Print preview...

<hillandalepc@yahoo com:
December 29, 2011 3:09 PM
g Signature ASAP

Please remember once you close the application you will be required to
reload and file(s) once you reopen the application.

email: support@shringtech.com

Contact Shring’s Technical Services
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