PRopucCcTIiviTY

Send AHachments in a Faster Way

Forinternal Lise Only

Maost of us usually take the Attach File route to send
attachments using Cutlook but there is an easier way fo do
this .

Click here to know the quicker way to send afttachments.

Prepared by Information>ecurityand IT Govemance Division of ICT.
= Productivl T .y showcases tips &tricks onvarious
Outlook office and branch ap plications.
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Send Attachments in a Faster Way

1. Select the file/s you want to send as attachment/s

Documents library

across

Arrange by:  Folder =
Test
Mame ’ Date modified Type Size
|§ Test Archive 4/16/201311:25 AM  WinRAR archive 1 KB |
|| Test File 4/16/2013 11:25 AM  Text Docurnent 0 KB
631 TestScript 4/11/2013 2:54 PM Microsoft Office E... 30 KB
2. Drag the files to your Outlook Inbox
[ Inbox
: LG Unread Mail
Documents library £ Sent Htems
Test [ z
Mail Folders #
Name ‘§ | 2] AN Mail items -
g Test Archive | \ = @ Mailbox - Joseph Aldwin D, =
; 5 {a) Deleted tems
|| TestFile =4
= Lo# Drafts
£51] TestScript I L:;]nbun:

= 3 jddelacruz
[ iWork/MRUM
LA Kiosk
1 Leawe/s
[l lunk E-Mail

3. A new mail opens with your documents attached and all you need to do is complete the other details and send it

ICTP_015_04232013
Productivl.T.y tip 138_(Outlook) Send Attachments in a Faster Way_04232013

Page 2 of 3




II'ILIIIIL.H. TIT Lo |_u ST TR, TUL =S LU UL LULS T ATV
-
— : ! /
|'rf "'.l\'l, HY98 « 9 )+ Untitled - Message (HTML) lilﬂlﬂ
1t o
i | —-/; Message Insert Cptions Format Text L7
_!] 4 Tahoma w11 v (AT ﬂ@ @fgv Y-n_év v
o == o T
P_t i e | B Add Check Fall ! Spelli
aste T e e Fess e OHIow peling
b = ==
b | & 7 ||| &'HE = E||ﬁf>| Book Mames Lﬁ' Up~ 4 -
Clipboard T« Basic Text F] MNames Include T Options T || Proofing
. From..
| -
Send
i [ ]
1 Subject:
q Attached: |2 Test Archive.rar (20 Bl; | | Test File.ut; 2] TestScriptadsy 30 KB
Cal
! 5
Thanks and Regards, E|
= L .
MNetworld Capital Ventures Inc.
4/F SRV Building
15!5 Cc-n‘._n;ut St. EE-I'.I'IE-I'JLIDitE-I' St. -
A [ »
b

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida"” online survey form.
You may also email your comments and suggestions to ict-process@pijlhuillier.com.
Click here for back issues of ProductivI.T.y in MyLink.
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