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Sending an email

@ Click on the 'waffle' H

O 1o create a new message click ‘New
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That would be wonderful. Just to clar

to add an attachment follow steps 7 - 10.

@ 1f you need to attach a file click the
paperclip g . the following will pop up

Ll Browse this computer

™ Browse cloud locations
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'Browse this computer’ will allow you to
attach files from the computer or attached
drives.

‘Browse cloud locations’ will allow you to
attach files from your OneDrive.

O 1f you select 'Browse this computer the
following will pop up:
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Select the file you need to attach and click
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using your Joseph Leckie Academy account.

O Log in to Office 365 at
https://login.microsoftonline.com/

© Click on the Outlook icon [i

© A new message will appear on the right:

B> Send [ Attach @ Encrypt [ Discard o

[ Add Attachment ]
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(6 Complete the 'To’, Subject and '‘Message’ and if you are ready, click 'Send'. If you need

O 1f you select 'Browse this computer the
following will pop up:
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— Open a library to see your files and arrange them by folder, date, and other...
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File name: [anFiles ]

Select the file you need to attach and click
'‘Open'’. The file will be attached.

O The following will pop up, select 'Attach
as a copy'. The file will be attached.

Attach as a
e copy

@ When you are ready to send, click 'Send’
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