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OWA - Email Attachments
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Open a New email windows

Left-click on the Attachments icon
Left-click on the Browse button

iz Attach Files -- Webpage Dialog
2 Attach Files -- Webpage Diall
£ | https kingsvillzisd, comn %

Indude Attachments

To indude an attachment, dick Browse, and then select the file. After you have selected
the file, dick Attach. The file will be uploaded to your message.
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Choose File to Upload

Look in: | ) Documents ﬂ
-1 ~44-091909-GlobaladdressLisk, doc
uﬁ B Ese2-A545520- InsideCutsideConfig. doc

My Recent | EsCz-AsASS20-InsideOutsideConfig, pdf
Documents W1 oya-091909-ContactsOverview. doc
I ) o -091909-GlobalAddressList, doc
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and then double left-click on the filename
This will add the file into the Attachment field

C:'\Documents and SettingsTim'DesktopVISD\Dowuments\OWA-Displayingd | B

To attach the file to your email left-click on the Attach button

Attach Ci

This message will be displayed while the file(s) are being uploaded

i Please wait while your files are uploaded. ..
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8. The filename will appear as follows
G To...

[ ce...

Subject:

Attach... | M)owA-DisplavinaAddingPerson-+1.doc (93 KEB)

9. To add multiple file attachments left-click on Choose more files to add more attachment fields (up to three
files) to include to the email

| |[ Browse... ]

| |[ Browse... ]

| |[ Browse... ]

10. Browse to the three different filename locations to add them to the attachment field
Subject:

Attach... | ]owA-DisplayingAddingPerson~1.doc (33 KB) [Cpen 2= Web Pzgel; M)OWA-DisplavingAddingPerson~2.doc (93KB) | *
[Open as Web Page]; -‘_ﬂo”mg 1909-NewFeatures.doc (291 KB) [Open as Web Page]; M OWA-091909- ogonScreen.doc|
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11. Again after finished placing filenames in attachment fields then left-click on the Attach button
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12. Finish composing your email and then left-click on send




