MS Outlook: Attaching a file to an e-mail message

1. Know the name and the location of the file you want to attach to the e-mail message.
2. Start Outlook

3. Start a new message

4. Fill'in all of the normal fields (To..., Cc..., Subject, etc.)

5. Click on the paper-clip icon in the toolbar at the top of the new message.

You'll see a window similar to the one below.

sertfile 2| x|
Look in: Ilﬁ My Documents j = | @ by ﬁ + Tools =

o [:I access I:I Lraining ac97ink.

1 apps [ webpage | ACaTIN

— |1 Batch_Files [ windows MT 5.0 Workstation Profile ACOTIN

' _1Debug Jwinschl M AT

. ] Excel [ Winschool_notes E ACCATI

“ "] Howto (] winword M ACcoTI

My Documents | IR M2 1_EsL4.cLS M nccorT

I netscape E;] 1_SPANLCLS I:n:u:ukma

] oUTLOOK 7 2_HoM9B.CLS Z] code.bx

1 proposals 2 4_1umscr.cLs T dd1351-

|1 public_html i 4_1umsca.cLs T direct _c

" semigrd 7] 5_HEALHS.CLS M dodds.c

1 semzgrd =] ACOTILTET httpd. o

1 soccer =] Aca7zUTHT httpd. o

PEVBFIEES Y g poer e =] ACOTIU.THT B hurst_d

1| |

File name: || j Range... | G Insert -I

Files of bype: I,.:.,|| Files (*.*) j Cancel |

6. Select the file you want to attach

. You may need to navigate to find the file.




