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Attachments
Sending a Document from Word

Procedure

One of the nice features of Microsoft Outlook is that it easily integrates with the other Microsoft

products such a Word and Excel. You can send an email or an email attachment directly from
these programs.
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Step  Action

1. With a Word or Excel document open click on File.
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Step Action
2. Note the different ways to send this file as an email.
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Action

In the last frame we selected Mail Recpient. Enter "test5" into the To... field..

mmel

I} Document1 - Microsoft Word

© Fle Edt View Insert Format Tools Tgble Window Help AdobePDF  Acrobat Comments
S S FE=omEzEEARR]
NEHRADARITHE I L BARS9-0- 0 EE=[B)Q 1[0E e me]/ET e ==

BE BB E|revecred- |2 B%EIK (N> MG 05581
i i=Asend aCopy | ) ~ |2 8 |3 ! 8| ¥ | (3] (2 opons... -

JSETES]

Type a queston for help + X

a- H

W7, |[tests]

Wee. |

Subject: [

Introduction:

EE. | -

EREELXIN

L2

e s S

Testing sending a document from Microsoft Word.

ipan- | [amstepes- N N OO B4 EEIS-ZL-A-==ad]

+| | Getting Started - x

0 o]

|

e A
Microsoft Office Online
* Connect to Microsoft Office
Online

* Getthe latest news about using
Word

*  Automatically update this list
from the web

More...
Search for:
—
Example: “Print more than one copy”
Open

Office2.rtf

sig2.rif

Anthony BC abeapp.do
Viiliam BC abcapp.doc

5 More...
) Geate aney conment

Page 1 Sec 1 11

At 17

ni Col 48 REC TRK EXT ovr [OF

Action

Click Send a Copy and a copy of this word document is being sent to the user Test5

i=7 Send a Copy

To send the file as an attachment go to File then Send To.

Send To

»
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Action

Click the Mail Recipient (As Attachment) option.

"@_] Mail Redpient (as Attachment]... "

Note, the file is now an attachment. Press Enter to continue.

I@Docl.dnc 20 KB)

Congratulations, you have successfully completed the topic on Sending a Document

from Word.
End of Procedure.
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