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Attachment to an email

Attaching a Picture to an Email
Let’s use MS Outlook Ver. 03 to attach a picture to an email. Note these items;
Outlook which comes with MS Office is not the same as Outlook Express which comes
with the Operating System Windows XP.
When we send a picture in an email it is general to resize the picture.
The process is quite similar no matter what version of Outlook you use
This tutorial is a group of screen shots accompanied by explanation text.

So do this;
Run your email program and select new
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Fill in the To and Subject fields and
type your message.
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Windor  To attach a file or picture either
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Cancel ‘Navigate the folder

System’. Once the file

is found double click or click once then select Insert. Note here that you can select multiple
files to insert using normal navigation selection methods.
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resolution. The process of emailing allowg’us to resize using the Attachment Options as shown
above. If the attachment optiong does fiot appear in your situation then click on ‘attachment
options’ to the right of the Attach lipe and then check the box that says ‘Show when attaching
files’. By checking the box the attachment options will appear each time you attach a file in
the future.

Outlook 07 is similar but to gain the Attachment option s click on the 45 deg arrow on the
bottom left corner of the Include group which is under the Message Tab.
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Once you have done this select send and the email will be sent.
Tutorial by Bruce Jones
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