Attachments

Attachments are any type of file or item that needs to be included with an email. Attached files
are displayed in the Attached text box, below the Subject text box. Attachments can be any type
of file, and is designed with an icon representing the specific file type.

The attachment can
be of any file type.
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File Type and Size Guidelines

e Make sure the recipient of an attachment will be able to open and read the attachment.
The recipient must have the application in which the attachment was created, or a similar
application.

e Be aware of attachment size, as a large attachment will use a lot of space and might delay
the opening of an item to which it is attached.

e The attachment size is limited in a mail server. Attached files will only be sent or received
if they are less than 5mg.

Attachment Options

Option Description
Aﬁ@ch Attaches any file type to the message.
File [}\?
@ Attaches another email message to an email that
e you are currently working on.
em
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Attach a File

1. Click the Attach File button to open the Insert File dialog window.

2. Select the file(s) you want to insert from the folders on your computer. In the Insert File
window use the windows browser to find the file.

a. If attaching multiple files from the same directory you can click the first file name,
hold the SHIFT key and click the last file name for files listed in sequence.

b. If files from the same directory that are not in sequence click the first file name, hold
the CTRL key and click on each file to attach.
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3. Once you have selected your file(s), click the Insert button. The name of your attached
file will now display in the Attached: field in your e-mail.

4. If files are in multiple folders repeat Steps 1, 2 and 3 above.

5. Click the Send button.
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Attach an Item

1. Click on the Attach Item button.

2. In the insert items window choose the folder(s) that contains the item(s) you want to
attach.

Insert Item [ 2] x]
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=
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Items:
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=) Date: Today

i~ Techtr... FW: Speeling Thu 5/17200...

(=3 Techtr... Speeling Thu 5/1/200...

;  Techtr... move alert Thu 5/1/200... E

~4  Techtr... lenght Thu 5/1/200...

i+ Techtr... time open Thu 5/1/200... ﬂ

3. Click the item you want to attach.
4. Click OK to attach the item.

e |]

Subject: I.&.ttachmenﬂ
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Attached
Items

5. Click on the Send button.
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Open an Attachment

1. Open the message with the attachment.

2. Double click on the Microsoft Office
attachment and the Opening Mail Attachment
window appears.

j

Send

To.. ||Techtrain1'
[ ||

Subject: IAttachmenti

) Class Rules for Mr Barrppt 39 kBL B Administ
EE] ook report flier.pub (154 kB1; T Budaetara

Aftached:

a. To open the attachment with the associated application, click Open. If the attachment
is a word document and Microsoft Word 2007 has not been opened prior to opening an

attachment the Reading Screen view .
may appear. Check the box before
Don’t open attachments in full screen
reading view again, click OK and you
can view the document by pages. If
you click OK and forget to check the
Don’t open attachments in full screen
reading view again, press the Escape
key to view the document by pages.

b. To save the attachment click Save.

Opening Mail Attachment

?/ ¥ou should only open attachments From a Erustworkhy source,
=

21

Attachment: Summer Learning Opportunity, doc from Inbos -
Microsoft Qutlook

Wiowld you like to open the file or save it ko your computer?

| Save I Cancel |

[V Always ask before opening this bype of file

Cpen

Choose the location to save the file.

c. Click Cancel to stop the opening of the attachment.

3. Other attachment types will open and will not display the Opening Mail Attachment
window. (For example: A .PDF attachment will open with Adobe.)

4. Or right click the attached file and select the
appropriate action. This can be done in the Regeve ~ & W - @5
opened message or in the Reading Pane view. S ——
. Joe Landon
Actions are: Fri 2/29/2008 4:05 PM
Preview: A warning message will appear, click the e
. . . | Message || [EJFeM 2
Preview file button if you trust the message sender Preview
to see the attachment in the message area of the Phacis flad i -
e-mail. February/Marck QOpen
Open: Open the attachment in the associated Collier Communic
app“ca“on newsletter aﬂaclr F‘!lht
pdf. Please open . }. L
Print: Print the attachment to your default printer. Reader. Your new Save As..
. online. You'll finc
Save As: Save the attachment to the desired L]
location.
Remove: Remove the attachment (from the opened message 3 Sopy [
only). When closing the message you will be prompted to save the n /
changes to the message. select All
. . . . . sy ey s ey
Copy: Copy the file to paste in a desired location (i.e., My
Documents).
Select All: Select multiple attachments to Save As or Copy as needed.
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Preview an Attachment

Attachment Preview enables you to preview an e-mail attachment without having to open it.

Click on the filename.
Click the Preview File button.

g oA w NP

[ools Actions Help

BReply CUReplytoAl (HForward B3 W & send)

. The attachment contents will display in the Reading Pane.

. Select the e-mail with the attachment you want to preview.
In the Reading Pane, above the e-mail message, the attachment filename is displayed.

(3 Joelandon
3 @ Dee Whinnery

(= Date: Last Week

2 DonnaWoods

tg LlindaThoman

(3 Geronimo Mulh... excel training

Attention: Employees who are pare
Weekly Processing for Reporting S!

Fwd: RE: Phone Dialer

Fri 9/12/2008 9:46 PM
<priess@cober.k12.fl.us>

e Claussal anaston HERO iuuion.

/

(3 Inbox microsoft office outline
£ D@ From Subjedt “sp3798@netzero.net” [sp3798@nejfero.net]
= Kathi Schweikh... Re: excel training

Filename Description box

/
4 Message | @mmosoﬂ office-use.docx (S5 KB)

File name: microsoft office-use.docx
File type: DOCX File /]
File size: 55KB

Re: New Hire Meeting Schedule

W

oo

EZ MODEL SB127
EXCEL Training
Fwd: RE: Tom - Thoughts?

M 3 @ Susan Wallace
1 3 Donna Woods
i3 DonnaWoods

3 Nangy Sirko

Office Depot/Corporate Express

microsoft office outline

Fri 9/12/2008 9:46 PM

e Claussalanatton HERO e

"sp3798@netzero.net” [sp3798@netzero.net]

<priess@colier.k12.f.us>
| = Message | @) microsoft office-use.docx (55 KB} )
Gikheeoind 2 =

[ools Actions Help

ZaBeply CEReplytoal (HForward HY W | L SendReceive « (B | (i) Searchaddressbo

L3 Inbox
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sujea

d  Kathi Schweikh.
£ Joelandon
3 @ Dee Whinnery

= Date: Last Week

(3 Geronimo Mulh...

Re: excel training

Attention: Employees who are parents of high school students
Weekly Processing for Reporting Students with Excessive Absences to DH!
excel training

£ Donna Woods
£ LindaThoman
2 @ Susan Wallace

3 @ sp3798@netze...

‘microsoft office outline
Fid: RE: Phone Dialer

Re: New Hire Meeting Schedule
€2 MODEL $B127

3 DonnaWoods EXCELTraining
3 DonnaWoods  Fwd: RE: Tom - Thoughts?
A MangSirko Office Depot/Corporate Express

et Clanssa Lanoston HERO Tiaiung

microsoft office-use.docx
= S5KB

A Message | @) microsoft office-use.docx (55 KB}

Microsoft® Office Outiook® 2007: Level 1

Course length: 1.0 day(s)

Microsoft OutlooA

Certification: Microsoft® Office Specialist for Microsoft® Outlc

Course Description:

This course is the first in a series of three Microsoft® Office Oul
skills you need to start sending and responding to email in Micr¢
maintaining your Calendar, scheduling meetings, and working w

ramnaca and cand amail erhadila annaintmante and maatinne

D Lanadan HER T

microsoft office-use.docx
1

A You should only preview files from a trustworthy source,

Previewing the file might not show the full content of the file. To see the most complete, up-to-date content, open the |

Preview file

¥ Always wam befOdgreviewing this type of file.
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Print an Attachment

To print the attachment from the closed message in the Items Pane:

1. Highlight the message with the attachment.
2 . CIICk the FI |e tab- | File. Home Send / Receive Folder View Developer
. . &R
3. Click Print. s Print
Qﬂ Save Attachments leni < fyh " b 4 and
. . . | ecr ow you want the item to be printed an
4. Click Print Options. o (oo thendickPant ’
' rinf
1 Priester, !
2he Printer : From:
’ ; Sent:
# Print 7 HP LaserJet 4200/4300 PCL6 . To:
_ WM Subject:
Attachi
Help E%Print Options Hachment
] Options Settings moreto re
Exit
Table Style ;::\S:g:
To: Woods,
E] Subject £\
Memo Style

The Print Dialog window will open.

Exit FTE Printer destination
e . _
« and Properties
Neme: |HP Laserdet 4200 PCL 6 =|  Properties | )
— options
Type: HP LaserJet 4200 PCL 6
where: [™ Print to file
Comment:
 Print style  Copies ‘
Tabl Styl Page Setup... I Number of pages: (Al v
Number of copies: |1 :I
li Memo Style Define Styles.. | I™ Collate copies
Attached — - _E_E]_E
- Print options 1 2 3
File Print #——}W Prink attached files. Attachments will print to the
defauk printer only.
Options
[ | cone Preview

5. Check the Print Attached files check box.
6. Check the printer destination if necessary.
7. Click OK.

HHHHS

Note: In the Copies area of this window choose to print All, Odd or Even pages with the
Number of pages: field. Run multiple copies by clicking the spin arrows in the Number of copies:
field. With multiple copies check the box for Collate Copies and look at the collating preview.
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