To Attach Something to an Email:

1.) Create a New Email as you normally do.  After inputting To:, Subject, and Message

2.) Select Attach
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3.) Select File
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4.) Find the file you want to send.  Use the arrow on the side of the Look In box to select the location where the file is saved.  Then select (one-click) the file name and select Open.
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5.)  The file name will appear in the Attachments: box.  Select Close.
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6.) You will see the attachment at the bottom of your email.
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7.)  Send the email as usual.
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This area will


contain the files and folders you have saved.





← will be your name if Home Directory (O:Drive) or will by My Documents if you saved to the machine.





←





←





→








