	How to I add an attachment to an email using Tamaqua’s web based email client?


If you would like to send a file or photo along with an email you can do so by adding it as an attachment to your message.  The following will you show how to do that using Tamaqua’s online Microsoft Exchange server software.

Begin by opening your web based email and logging in.  If you are unsure how to do that please refer to our tutorial “How do I check my email at work?” for further instructions.  Once you have logged into your email it should look similar to the following image.
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Create a new email message by clicking on “New”.  A new window will appear that looks like the following:
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Add the email address of the person you wish to send the email to and enter a subject for the email.  About halfway down the page you will notice a button labeled “Attachments”.  Click on this button.
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A new window will appear that looks like this.
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You now need to search for the file you would like to attach.  To do this click on the “Browse” button and then navigate to the area you have the desired file saved.
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Once you navigate to the file you want click on it once to highlight it and then click on the “Open” button at the bottom right of the window.
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This will take you back to the original attachments screen.  Click the “Attach” button.  The document is now being attached to your email.  Once you see its name in the lower white box you can click the “Close” button in the lower right area of the window.
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You’ll notice that now your email looks like the following.
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Your document name will have appeared next to the “Attachments” button.  Once this is there your attachment is successfully added to your email.  You may now finish typing your email or click “Send”.
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