Opening and Saving Attachments

in Outlook Express


· Open Outlook Express and go to your Inbox
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Click on the message that you want to read – it becomes highlighted

· If it has an attachment it has a paperclip next to it in the list of messages
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The text of the message appears in the window below the list of messages

A paperclip will also appear in this section

Click on it              

A small dialogue box will appear – click on (one of) the file icons 
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Another box will open asking whether you want to open or save the file.  Click in the circle next to the one that you want to do and click on OK.

The file will open or you will be presented with a “save as” window.

If saving, follow the usual procedure for saving files.
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