Directions for Sending Attachments in Outlook
1. Open Microsoft Outlook e-mail

2. Click on New 

3. Type in the e-mail address of the person you are sending the message to (To:) and type in your subject (Subject:)
4. Click on the Attachments button under Subject
a. Click on Browse to find your picture and/or document that you want to send
b. Click on the down arrow in the “Look In:” box at the top
c. Find your ID (i.e. jsmith.__on “Hagan-1/…) and search for your file
d. When you find the file, double click on it and it will appear in the box
e. Click on the Attach button under Browse
f. Repeat the above steps if you want to attach more than one file

g. When complete with your attachments, click on Close 
5. Type in your message and send as usual
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