
 
 

How To Send An Attachment 
 

From the “document list page”, select the document you would like to email as 
an attachment by clicking on the name of the document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Select the File Tab.  From the menu select, “Email as attachment”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
The “Email as Attachment” window will open.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the “HTML” menu to select the document format type of how you would like to 
send your document.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the document type has been selected, 



1. Enter the email address in the “To” field 
Note that the “Subject” field has the name of the document listed. 
2.   Enter your message. 
3.   When done, click on “Send” to email the attachment and message. 

 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 


