HOW TO ATTACH A FILE TO AN E-MAIL
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INTERNET HANDOUT #7

To attach a file to an e-mail requires first that you create and save the file you want to attach.  We will be saving our document, called “Attachment Demo” in the ‘My Documents’ folder.

We use the Outlook Express 6.0 e-mail screens for this ‘cheat sheet’.  Your screen may be a bit different, but the process is similar for all versions of e-mail.
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Go into your e-mail program.  Our screen looks like this:
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When you click on the tool, you get a screen similar to
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this screen:

Change your folder location (see the box called ‘Look in:’.  Currently, “My Documents” appears in that box.).  Our file is in a folder called ‘ATTACHMENTS’ on the C-drive.  We change the location to the C-drive, bring up ‘ATTACHMENTS” by clicking on the downward arrow next to “My Documents”.  Your window looks like this:
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Next, we double-click on ‘ATTACHMENTS’ to open it.  Our window screen looks like this: 
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Note the ‘paper clip’ tool marked “Attach”.  Most e-mail programs use a paper clip for attachments.
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Next, click on ‘C’ to bring up this screen.  Note that ATTACHMENTS has a box around it.
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Highlight the file you want to attach, click on ‘Attach’ and your email screen will look like the next screen:
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Note that the file attached shows on the last line!





Don’t forget to write your message and put in the address.
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