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How to Archive instantly

1. Click on the InstantArchive button or, if you have configured the quick access buttons, tap Alt+1.
2. Choose a category by typing the first few letters from your keyboard. Tap the space bar to check the

box, then click Enter.
3. If the category doesn'’t exist hit your tab key once, then Enter. Type the name of the category, then Enter.
4. Enter a note (a unique identifier of 1 to 4 or 5 words, then click OK.
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