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Saving – how do I save a document? 

You can save a news item, a picture or a graphic online in a folder for the storage of media objects on 
the dpa-platform. This enables you to gain access to your chosen documents without having to conduct 
a new search each time. 
 
 
 

 
 
 
 
Select the function Save. You will then be asked to create a New Folder or to chose an Existing Folder. 
You can access and edit the previously-saved folders at any time. 
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The folders can be created or edited via My Folders. Existing folders can also be edited or deleted. 
 
 
 

 
 
 
 
If you wish to save several documents during a session you can select the documents by clicking on 
them in the search list and using Save as described above. 
 
 

 
 


