To send attachments:

1.  Click on new on the menu bar in your inbox
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2.  Click insert on the menu bar of the blank message
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3.  To attach a file, scroll down and click on file
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4.  Click the file to highlight the file to be attached and then click insert
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5.  The file is attached.

6.  To browse your computer to find a file, click on the arrow next to my documents

7.  Then, scroll down and click on the area of the computer the file is located, then follow the previous steps.
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