MICROSOFT OUTLOOK

To attach a file to an email:

1. In your email, click on “Create Mail” to write a new email. A popup window will appear.

2. Select the “Attach” button which has a paperclip image on it. A popup window will appear.

3. Navigate to where you saved your curriculum map

4. Select the map you want to send over email

5. Press the button that says “Attach”. The popup will disappear.

6. Verify that your file has attached properly by looking at the line that says “Attach:”. The curriculum map file name should be there.

7. Enter email address (rdumkrieger@whiting.k12.ia.us) in the “To” box

8. Enter Subject: Curriculum Map

9. No message is needed.

10. Select the “Send” button.

11. Relax.

SMARTERMAIL WEB BASED CLIENT
To attach a file to an email:

1. Open an “New Message” 

2. Select the “Attachments” tab

3. Select the “Browse…” button. A popup window will appear

4. Navigate to where you saved your curriculum map

5. Select your curriculum map

6. Press “Open”. The popup window will disappear

7. Press “Upload”

8. Verify that your document attached by viewing the file name.

9. Select the “Compose” tab

10. Enter email address (rdumkrieger@whiting.k12.ia.us) in the “To” box

11. Enter Subject: Curriculum Map

12. No message is needed.

13. Select the “Send” button.

14. Relax.

