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Bergen Conmminity College

Comtcr for Rnstructinmnl Tockmelngr Working with Email attachments

Email attachment is any type of file sent with an email. An email attachment can
be any type of file including documents, pictures, zip files etc.

How to attach a file to an Email?

. Click Eile

. Click New

. Click Mail message

. Click in the body of the message
. Click Insert

. Click File...

. Click filename

. Click Ingert button
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How to attach a picture to an Email?
1. Click Eile

. Click New

. Click Mail message

. Click in the body of the message
. Click Insert

. Click Picture

. Click From File...

. Click filename

. Click Insert button
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How to open an Email attachment?
1. Open the message that contains the attachment
2. Double click the icon for attachment
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Double click on the icon



