How To Send Attachments Using Outlook Web Access

Step #1 – Save your attachment, and remember its location and name.

Step #2 – Login to Outlook Web Access (OWA)

Step #3 – Start a new message (Pictured Below)
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Step #4 – Click on the “Attachments” button
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Step #5 – Click “Browse…”
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Step #6 – Locate your file that you would like to attach and click “Open”
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Step #7 – Click “Attach.”  If you have more attachments, repeat steps 5-7.
Step #8 – When you are finished attaching files, click “Close”

Step #10 – You are now back at your new e-mail message, and you can see the file(s) that you attached under the subject line.
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Step #11 – Type your message, subject and destination addresses, then click “Send.”
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