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1. Click on the E-mail Tool

2. Click on the “E-mail” tab
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Attach a File to Any Message

Click the Dblue
“Compose”

a new message

4, A new window will display with your new message.

hyperlink

to

6. Click the “Attach”

I:‘ Save a copy to the 'Sent' folder

[] add s

Attachments:

ﬂ( | attach |[Yave a Draft| [ Spell Check |
=

Fequest Read Receipt

~button at the bottom
left to add file
attachments to the
email. (This can be
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done when forwarding
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and replying to
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E-mails as well

7. Click “Browse”

to attach the file ‘-Qm pose E-mail

you wish to attach
(how to on the
next page). !

below.

(PC 5, select "all

8. Once you have
opened the file,
and it appears in
the browse ="
window, click the
“Attach” button to |k
attach the file

2 lick the Attach butto

AttaciNgjle(s)
1. Click the Bro utton to select the file that you
want to attach, o ath to the file in the box

File' & ga®t files)

Current total = 22K
Current total message size =

9. All attached
files are listed in
)his window.
Select a file from
this window and
then click the
“Remove” button
to remove the
attachment from

Total size of messag ] H
(The transfer of =n atgPed I TEPEre come time pmitacznn ot Meed 3,501k the email
depending on T size.)
peat steps 1 and 2 to attach up to 5 files, Click the To e sz chment, select the file
OK button to return to your message. frarn the list and click the Remove
button. L4 10. Once you
have finished
attaching your files
ok ] [Cancer] - .
(5 max files), click
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Attached files appear here at
the bottom of your email

message window
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Attachments: Erich hreister Bingraphy.doc

[ Attach | [Save a Draft| [ Spell Check |
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Browsing to a file for attachment

Compose E-mail

Attach File(s)

1. Click the Browse button to select the file tyou
want to attach, or type the path to th 2 in the box
below,

(PC users, select "all Files" for type of files)

1. Clicking the “Browse” button brings
you to the open file dialog screen:

‘ I3 Job Tools

2. Use the drop down caret to
select the location from which
you wish to get the file

| ~ \
3. Choose the file 4
i File Upload (&9

from the location ,")
of your choice. the Laok ir: |:_'}JobToo|s | J*= cF E-

H | =) Completed Crdering Sheets For Office Depat
name. appe%rs. in ~~ ’J @businesscard_&h
the window “File H Default Calendar

- . Erich Hochmsister Biography

name: ‘7'_'-‘1& @Erich's CalendarFeb

@Erich's Calendar-lan

export.ics

@Office Depat Ordering Shest

& participant_stats_1-18-05
Team_FunctionaI Channel Template

Desktop

y Computer

| Recent
@ Desktop
..I_‘ My Documents
I Job Tool:
_} by Computer
_a 3% Floppy [&.)
“e Local Disk [C:]
b DVDJCD-RW Diive (D)
<& DVD-RW Diive [E:]
e Removable Disk [F:)
=& Distance Leaming on 'leenas-1' [L:]
2% Oracle on 'valiant' (0]
S Banner on valiant' [5:]
Logitech QuickCam PTZ #2

& by Matwork Places

4. When have the
correct file, click

“Open” to continue the

attachment process

Open |
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