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How do | attach a file to an email?
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1. Click the New Mail button on the toolbar.

2. Complete the To, Subject, and Message boxes.
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3. Click the Attach a File button [—
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¢ IE Subject: |Re: Holiday schedule
T Jirn,
] I've attached a schedule of the staff's holiday schedule For the year. These are kentative, but at least we have
some idea of the Future, Please let me know if you have any questions,
Thanks,
Sharaon
=== Jim Hunket 1/30/2007 5:50 PM =% >
Sharon,
Please remind wour staff about the upcoming holidaw, Thew should adjust their schedules accordingly and let you
kriow,
Thanks,
Jirn
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4. Browse the file or files you would like to attach. Click on the files. To click multiple files, hold down the
CTRL or SHIFT keys while clicking the files.

5. Click OK.
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6. Click the Send button
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