How to add a file to an email

These are the steps you will need to follow to be able to attach anything to an email.  These are the same steps for files, pictures, or whatever you decide you need to add to an email you are sending.

1. Start an new email

2. Fill in TO area so you know who you are sending this email to

3. Then open the attachments box that is located under the subject

4. Another box will open up and it will tell you to browse.

5. When you browse you must know where you have saved the file that you want to attach.  For example if your file is in the MY DOCUMENTS folder you will need to make sure the MY DOCUMENTS folder is the one that is located in the “Look in” area at the top of the box.

6. Once you find the document you want to attach you will need to select it and then click open

7. Then when it goes back to the attachment box you will see the file listed right next to the browse button you just clicked on
8. Then you will need to go right under the browse button and click on the ATTACH button.

9. Once this is complete you will see that it pops up under the Current file attachments.

10. Then click close so that it will be back to the email you are working on

11. Once you get back to the email, if you attached it correctly, you will see the document listed next to the attachment button.
How to remove a file
1. If you attach a wrong document what you need to do is open the attach button

2. Then instead of browsing you will click the REMOVE button next to whatever attachment you DO NOT want in the email.

3. Then click close and you will be back to your email
How to save a file from an email

If you get an email and you do not know how to get the attachment this is what steps you need to follow.

1. Right click on the file that is next to the attachment button

2. Then you will need to SAVE TARGET AS

3. When you do this another screen will pop up asking you where you should save it too.

4. I would suggest that you save it on  a flash (thumb) drive or to you’re MY DOCUMENTS folder
5. Then when you need it next time it will be in that folder or on your flash drive.

How to create a new folder

If you want a folder on the desktop follow the steps below.
1.  You can use the right mouse button on the computer and it will pop a box
2. Then within the box you will go down to new and click on it

3. Then you must move the mouse over to FOLDER

4. A new folder will then be placed on your desktop with the NEW FOLDER highlighted

5. Do NOT click off the words because it wants you to change the name of it.

6. You can either delete the words that are highlighted and type in a new one or you can just start to type whatever you want the folder to be called

If you want a folder in MY DOCUMENTS follow the steps below.
1. Double click on you’re my documents icon

2. Then on the left hand side you will see MAKE A NEW FOLDER

3. If you click on this it will place a new folder into my documents and you can name it whatever you would like too.
How to Create Folders in your email

1. Log into your email

2. Find NEW up on the tool bar at the top

3. Click on the arrow to the right of the word, so that a drop down box opens up

4. Then click on FOLDER and you will get a new folder box that opens up

5. Name the folder and decide on the location that you want the folder

6. Once that is chosen click OK

7. Your folder should appear in the location that you placed it

