How to send and Attachment


Write your email as your would normally.  Then click on Attach.
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A window will open for you to choose which file to attach.  Double click on the folder that your file is in – you may have to repeat this process until you get to the file if it is within a folder within a folder.
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  When you find the file that you want – select it by clicking on it, then click on OK.
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The window will close and your file will have been attached to your email.

Click on send as you normally would and the email is put in your outbox and will be sent as normal – it will just take a little longer if the file is large.
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