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1.

Mail Tool Tutorial

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

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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Adding an Attachment
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3.

Mail Tool Tutorial

Click the desired Get Files location.  Click the My Computer icon to get externally 
stored files.

Navigate from your computer to get the desire file.  4.
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5.

Mail Tool Tutorial

Click on the name of the file to select it, and it will appear in the File name field.

Click the Open button from your computer, then wait for the file to attach.6.
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7.

Mail Tool Tutorial

Attached files are listed in the Add Attachments area on the Create Message screen.


