To send a document which has been saved on your computer:

1. Start a new email message by clicking on “Compose”
2. Click on Attachments
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Next, you have to locate the document:
Click on “Browse” and navigate to the location of the document. Click “Open’ once you find the document.

Click on “Add”
Click on “Attach”
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Click Browse to select a file to attach, then click Add to attach the file to this message.
(Maximum size of the message inclyding all aifachments should not exceed 10240kb.)
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Complete the document with a subject addresses and any message you wish to send.




