@Dﬂuﬂ,@? Mail Tool Tutorial

Adding an Attachment

To add an attachment to the message, click Add Attachments.

Create Message Help
| Browse for Recipients... |

*To: | |
Taylor, Sharan <sharontaylor> 59

CC: | |

BCC: | |

*Subject: |Enter the Subject Text |

*Message:

[ High priority
HTML Creator O On & Off

Cluse HTRML Insert equation: P
— Attachments:|| Add Attachments ||

| send | | Preview | | Cancel | | Save as Draft |
* Required field

The Content Browser window will be displayed. Files stored in the file manager can
be attached, or files can be uploaded that are stored in your computer.
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2] Click the desired Get Files location. Click the My Computer icon to get externally

stored files.
iet Files
% Your location: My Files

M\’: Files Filter gontent: | all Types ML 4
O] Title & Tvpe
7-[7 chat Whiteboard Fold

Cicha TEAe e [ chat Wwhiteboard Folder Folder

hdy Camputer

Navigate from your computer to get the desire file.
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Click on the name of the file to select it, and it will appear in the File name field.

Get Files

m Upload Files from Your Computer
My Files -
i & 1 Open @

Loak in: |@ MAW&SmaII Business Management V| E ,3||E

1] Taylor Unit 1 EB-Plan

&

hdy Computer

My Recent
Documents

)

esktop

\$

My Docurnents

@

My Computer

<€

L File name: | Taylor Unit 1 B-Plan.doc

COpen
My Mekwork

Flaces Files of type: | all Files w | cel

@1 jawascripk:changeareal’ MYCOMPLUTER") 0 Ilternet

E Click the Open button from your computer, then wait for the file to attach.
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Attached files are listed in the Add Attachments area on the Create Message screen.

Create Message Help

| Browsel for Recipients... |

*To: |

CG:

*Subject:

|
BCC: |
|

*Message: ] High priority

HTHML Cleator & on & Off

DUSEYTMI_ Insert equation:| Mew | &

Attachments: | Add attachments |

Taylor Unit 1 B-Plan.doc (@

| send | | Preview | | Cancel | | Save as Draft

* Reguired field
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