Clean Up Email

with Microsoft Word

Clean up email messages and remove extraneous paragraph marks.

1. Copy thetext of any email messageinto ablank Word
document. Position the cursor at the top of the document. Use

the Find and Replace function (Edit menu> Replace...) to
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change every paragraph mark into a special (seldom used) v
character such asatilda~.
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5. Nextclickthe Replacedl " i1on,

6. Click OK when the processis complete.

7. Then use the Replace function to change every two ~~ tildas Ard R | g |
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10. Next use the Replace function to find and replace the
remaining single ~ tilda with a space.

** Press the spacebar to enter spaces.

11. Nextclick the  Replace 8l "y ion,
12. Click OK when the processis complete.

13. Finally, use Replace to change every occurrence of two spaces
with asingle space.

** Press the spacebar to enter spaces.

14. Nextclick the  Replace &l b\ ion.
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15. Click OK when the processis complete. J':u;_;md; i
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Y ou may still have to do some additional formatting and cleanup T Frddbverd fos |
but these steps will save you alot of time. e R T
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