NWOCA Email

Viewing Attachments

When a message has one or more files attached to it, WebMail displays the Attachment status icon on both the Messages list and on the message itself.
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To view the attachment, click on the name of the attachment  (at the bottom of the email message).
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Your Web browser will do one of the following:

· If a helper application associated with the attachment's file type is configured in your Web browser, your Web browser will launch that application and act on the attached file. (A helper application is a program that will either play, display, or decompress your attachment.) For example, if the file is a graphics file such as a  .GIF or a .JPEG, your Web browser will launch a viewer application and display the file. If the attachment is a Word for Windows file (.DOC) and you have Word for Windows set up as the helper application for  .DOC files, clicking on an attachment with a .DOC file extension will display the file in Word for Windows.  

· If you do not have a helper application associated with the file type of the attachment, most Web browsers will ask if you want to configure a viewer, select a viewer, or save the file to disk.  Recommended choice:  save the file to disk.

Including File Attachments - You can send files along with your WebMail messages. 

1. From the Create Message dialog box, 

select the Attach button (icon of floppy disk on it).
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WebMail displays the Attach Files dialog box. 


2. Do one of the following: 

--In the Filename box, type the complete path and file name for the file that you want to attach. 
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--Use the Browse button. Select the file that you want to attach from the directory listing that appears in

the “Choose file” window. - - - - - - - - - - - - - - - - - - - - - - - - - - - - Then, click the Open button.
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3. Use the Add File button. 
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WebMail adds the specified file to the list of attached files. 

(To remove a file from this list, highlight the file and use the Delete button.) 

4. Repeat steps 2 and 3 for each attachment that you want to include.

5. Use the OK button. 

WebMail returns to the Create Message dialog box.

If you attempt to send an attachment that has a virus,

 NWOCA (as they check email files) will not deliver that email.  

You will receive an email telling you it was not delivered and why.

PDF Files - Adobe Acrobat Reader from within a browser (i.e., Internet Explorer)
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PDF files are commonly used attachments.  If you do not have the latest version of Adobe Acrobat Reader on your computer a .pdf file may not be viewable.  You should download Acrobat Reader � HYPERLINK "http://www.adobe.com/products/acrobat/readstep2.html" ��http://www.adobe.com/products/acrobat/readstep2.html�


and install it on your computer. 





If you wish to print a .pdf file from the web browser, you need to 


use the print command from Acrobat Reader 


rather than from the browser.








Use this print button





Do NOT use this print button.
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