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To add an image (photo) or file (e.g. Word document) to an email, first write it in the usual way. 
 

  
 
 

 
 

 

I’ve added the address in the “To” box, 
a brief description in the “Subject” box 
and the message in the main box. 
To attach an image or file click on the 
“Attach a file” text here. 
 

                  

In this new window select the area where 
you have stored the image / file. 
 
Images are usually in “My Pictures” and 
documents in “My Documents”. 

Pick a image / file by clicking on it once to 
highlight it and then click the [Open] button. 

You can see the name of the file here. 

Click on the blue text  

When you’ve finished click the [Send] button. 
                  

                    

PDF created with pdfFactory trial version www.pdffactory.com

http://www.pdffactory.com

