Attaching a File
 

You can attach any type of file that is accessible from your computer or through your network. 
1. Click the Attachments tab. 
2. In the Attachment box Click Browse.  
3. In the Look In box, find and click once on the file to attach.  Then click Open. 
4. Click Add Attachment Now. 
5. The attachment name now appears in the File Name box below. 
6. The attachment will now accompany your message when you send it. 

7. Click the Message tab, if you wish to continue typing your message, after adding the attachment. 

8. Click the Send icon  to send your message and attachment.  
 
Tips:  
· To DELETE an attachment, click the box on left of the file name, and then click Delete. 
· Attachments are not included again when you reply to a message. Instead, a marker appears in place of the file. To include attachments, forward the message instead of replying to it. 
 

Opening Attachments
 

When a message contains an attachment, a paper clip symbol appears next to the email.  When you open the message, you can see the attachment icon and file name (usually at the end of the message). 
 

To OPEN an attachment follow these steps: 
 

1. Click the attachment icon or the file name next to it. 

2. A window may appears with “You have chosen to download a file from this location.  What would you like to do with this file?”  
a. Open this file from its current location 

b. Save this file to a disk 

3. To view the attachment, choose Open this file.  The file then opens. 

4. To download and save the attachment on your computer: 

· Choose Save this File to Disk. Then OK. 

· In the “File Name” box (bottom), type in a name for the file 

· In the “Save In” box (top), choose a location to save the file. 

· Click “Save”. 
After saving the file, close  any open windows to return to the email message.
