Email & Attachments

Email Basics — Email Addresses:

The format for all email addresses is username(@domain.general and breaks down as follows:

granny | @ [aol |. jcom

"Username" is the ID of the person who has the address, whether real or an alias.
The "@" symbol attaches the user to their email box location.

Note: If an address doesn't have the @ sign attached, it's not an email address!
The "domain" refers to the provider of the email box.

"General" refers to a three-letter extension signifying the type of email provider.

Note: ".com" refers to a commercial entity, ".org" to an organization, ".net" to a network provider, and ".edu" to an
educational institution. These are the most common extensions.

Sending attachments

Moo=t email clients enable vyvou to send
fFil== wwithin vour mail messages as
atrttachmernt=s. It's sometimes mnot as
=ea=yw as just clicking the Stttcachment
buttonh, howewer.

To opernn an atcachment, for exxample,
wo hmeaed to hawe a program o woulr
computer that i=s capable aof reading it.
But, 2vern if vyaou hawvwe the right software,
the cranmnslatiomn betweaern vyour email
client and the sender's client may mokt b=
compatible. It vwouw hawe this problem
weltlh arm atctached te=t documenrnt, ask
the sender tao simply copy and paste the
document imto the body aof the message,
arnd thereby avoird problems=s.

Linfortunately, that doesn'c work for
most other file tvpes.

That =aid, here's how vwouu sernd
attachmeaent=s:


mailto:username@domain.general

1. Click Compose Message command or button.
It should be a command or button on your menu or toalbar.

2. Click attach File or Insert File.
The command is often represented by a @

"paper chp" con. Chck 1t to display the

Artach or Insert File dialogue box. Here you can search through
the directory of drives and folders to find the file yvou want to
attach.

3. Find My Computer.
Click the Up One Level button until the "Look in'" text box says My
Computer.

4. Double-click the C: drive.
In the larger display window, click C: to display the files and
folders found on vour hard drive.

5. Double-click the Window:s folder.
This contents of the folder will be displayed.

Attach File

Look in: | A Windows -
%Eﬁlue Fivets bmp & Circles. brmp

Eubhbles. bmp & Clouds. bmp
B Flclspack.exe
Crmdbdlx sws
CrncdBA0xs . sws
S Cdplawer.exe FACommand.com
ml Channel Screen Sawer. SCHR Confidentiall.cpe
A Charmap . exe Config. bt

=]

J—
File name: Caloc.exe
Files of twpe: Al Files ) Captured with &

LIMREGIZTERF

6. Find the Calc.exe file.
Ls= the scroll bar aor arrows to locate it.

F. Double-click the Calc.exe file.
This will attach it to vour mail message.

If vou were really sending this message, vou'd put vour recipient's
email address in the To line, add your message and signature,
then hit Send.

8. Close the windowr.
Since this is practice, let's exit the window . vwWhen you're asked if
vou want to save changes, click Mo,



You did it You've accomplished the easy part: vou've
attached a file to a maill message. The next step would

be to cross yvour fingers and hope your recipient can
open It an the other end.



