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Outlook 2007

a lot more than e-mail

New Features:
Sending Attachments
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*; Office Outlook 2007

Sending Attachments

Begin by creating a new message.

1. Navigate to your inbox
2. Click New
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Office Outlook 2007

Then use the Attach File command on the Ribbon.
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Office Outlook 2007
Attach File is available from both the Message tab

= : v Untitied - Message (HTML}
~2
- Message Insert Options Farmat Text
e U e = iz .= @ g;gﬂ gie) 0l
= Calibri(Bo ~ |11~ || A% A7 ||:i= = 2=~ |2, | v ;
Paste . 2 B 7 U||®2*- A -||[= = =||s= £=|  Address Check ||| Attach | Attach
- J Format Painter = — : Book MNames File | Item
Clipboard F] Basic Text ! Mames

and the Insert tab.
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Office Outlook 2007

After clicking Attach File, proceed as in previous versions of Outlook.

A demonstration follows.
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Formatting Attachments So Others Can Open Them
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