Beginners: Attaching Files to an email

All types of files (for example, pictures and CVs) can be attached to an 4.  Click on the down arrow next to the Look in: box and select the
email message. Do not send large attachments (do not exceed 1MB) location of the file you want to attach from the drop down list.
as the recipient may use a slower Internet connection. A standard dial For example:
up modem (56Kbps) will take about 5 minutes to transfer 1MB. Mail i lick on the Mv D ts folder-
boxes have a limit on how much data can be sent, this box has a .. clickon the My Documents folder,
10MB limit. So, be careful when sending pictures that have been ii. Double click on the My Pictures sub-folder;
scanned or downloaded from a digital camera as they can be very large. iii. onthe Sample Pictures sub-folder.
1.  Log into your email box, and create a new email message. All the files and folders available will be listed in the contents box.
2. Click on the Attach button. |[Send] sawvenrait | spenicheck | attach || ciose | Select the file you wish  |Leskin: [ (= Sample Pictures ~]
T T to attach by clicking on it
This will open the (for example click on the
AttaChmentS page To Attach New Files top One) cent mWater lilies
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Myway.com allows you 3% El;EE Zﬁg‘meFit'g;i:h;:“taihIfﬁ;f‘nﬁy’?”u”r'mpsu;;h e Click on the Open
. Ic eturn to your Message” if done, or repeat these steps to attach mare files button e name: e hill - - |
to easily attachupto | — :i:;umpe. ::Flhn _ ZII
1;\7” different f|||eS. . Find File: [ Browse... | The Attachments % |
yway.com aiso gives | i i | page will be displayed again.
you some simple Find File:] Browse.. |
instructions to help you | rinarie] Seim. | Click on the Attach Files button.
attach the required file. | Finaric] _Browse.. | You will receive confirmation of which files you have attached.
Find File: LT
3 Click the first Find File: | Browse... | leoe duic
. ICK on the Tirs Find File: | Browse... | :3"' CEE . -
Browse... button to Find File:] — E'.'.Z"T.f.".?,., 5";&‘5'"’;"’5’ '::‘r:’o';e
|Ocate the fIrSt flle you | Return to your Message I Total Size Attached: 28521 Elytes (DD3MB)
Want to attaCh Return to your Message
This wil — - Click on the Return to your Message button.
h ISCVI:I ope?.l — : E% Now the Attachments field shows the . —
e Lnoose file e @;mktfp HiL 2 LIl name of all attached files. Priority: | no priority |
dialogue box. B posto - » Attachments: Bive hills jpg
.'_JE;«S Finish wrltlng_your message (for the se Dictlonary: | tngieh |
3 My Computer purpose of this exercise address the :
message to yourself) and send it when you are ready.
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