NT
&=

com
Attach a File Using Microsoft Outlook

1. Write your email, or at least start a new one.

How-1o:

g attaching files - Message - Microsoft Word - |I:I|5|
° File Edt “iew Insert Format  Tools  Table  Window  Help x
1=k -0 - B I UEEEEEEQDAY
5‘3 | 2R S | w |0Qtiu:uns... - =
Ta... Jeremy |
Subiject: |attan:hing Files |
]
Here is a filg
=
:
e
¥
=[zle = 4] [ v
Page Sec ak L Cal REC TRE ExT OvR [ g

2. Click the paperclip icon shown above.



3. Select the file you want to attach by navigating around
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4. Hightlight it, and click Insert.

5. You should now see a description and icon in your email about your attachment.
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6. Once that is done, everything should be all set. Try sending a test email to
yourself to see how it works.




