Attach a File to an Email Message
Out of the Office:

Once you have created and/or saved a file to your computer, you may attach it to an email message.

e Save the file to your computer where you can find it. The My Documents folder is a good place to
keep your files. You may also create folders within the My Documents folder to organized your
files.

e  Open Internet Explorer and go to Outlook Web Access — Exchange. You may click this link (for
out of office access) https://southcodistributing.com/owa (or) go to your Internet Explorer
favorites ( the Yellow Star) and click the link for Outlook Web Access In Office, (it may say Email
In Office) If you are in the office and want to use Exchange, click this link or go to your favorites
(the and click the shortcut that we put there. https://southco9/owa

The login screen looks like this:

A
@ There is a problem with this website's security certificate.

The security certificate presented by this website was issued for a different website's address.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.

We recommend that you close this webpage and do not continue to this website.

& Click here to dose this webpage.

‘ S Click the middle option,
@ Continue to this website (not recommended). <+ Continue to thlS Website

@ More information

o The next thing you will see is
i Office Outlook web Access this window
v cShean) Type in your user id and
Q Thisis a public or shared ¢ ter
[ ] mslsa:valecmmtum password
M Use Outiook Web Access Light Clle L()g On

User name:

Password:
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e Click New to create a new email message

e Click To: Choose the email address that you want to send to from the list (or type in the email
address you want to send to in the To: window.)
e Underneath the address book, click To: in the Message Recipients window. Or if you have

typed the email address in, you may proceed with the email message including the Subject
line.

e To attach the file: Click the Paperclip, the second button over from the Send button.
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~Incude Attachments

To include an attachment, dlick Browse, and then select the file. After you have selected
the file, dlick Attach. The file will be uploaded to your message.

E Attach ‘\l Cancel

e You will see this attach files box appear, click the Browse button
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2 My Computer NOTE: To organize your files, you may want
to create a folder inside the “My Documents “
folder. To do this, left click “My Documents” in
the left menu bar — the “Look in” window will
display “My Documents”. Then in the white area,
right click one time and you will see a drop down
menu. Choose, “New Folder” from the list and
name it. You may save files inside this folder by
choosing it when you are saving a file.
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Note: When you Click
the Browse button,

you will see a (8jTeLe1¥:]
@ window.

Click the My
Documents folder on
in the left menu bar.
Now, My Documents
should be in the Look
in Window.

If the file that you
want to attach is inside
a folder that you have
created, you will need
to double click the
folder to open it.

To choose the file that
you want to send, click
to select it.

Click Open in the
bottom right-hand
corner.

You will then see the Attach files window again. The file path will appear in the Browse

window.
Click the Attach button.
Click the Send button.

Note: If the file you want to email is on your Desktop, You should click the Button for
Desktop on the left of the window, so that Desktop shows up in the Look in window at the

top.

You may then choose the file you want to send, click it to select it, and then click Open in

the bottom right corner.

You will then see the Attach files window again. The file path will appear in the Browse

window.
Click the Attach button.
Click the Send button.
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