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Add New Attachment: | Browse.. | No file selected.
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(Will be displayed to you as well as the users receiving the file)

Click the “Browse” button to
locate the document stored
on your computer

Submit & Upload
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GL_zone_summer_2012.docx 5172012 3:59 PM Microsoft Word D... 13 KB
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Select the document (in this example it is the one
GLZnewsletter_jan14.pdf”)
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Add New Attachment: GLZnewsletter_jan14.pdf

Create Attachment Name: Jan14 Great Lakes Zone newsletter

(Will be displayed to you as well as the users recq

Give a name to the Submit & Upload
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“Submit & Upload”
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Attachment Name Uploaded By Date Uploaded Options
Jan14 Great Lakes Zone newsletter Jayhawk 02/05/2014 10:42:48AM  Delete Attachment
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Hello [[First Name]],

The latest edition of the Great Lakes Zone newsletter is attached ty this email.

Daniel Cox Compose your message, then select
Chair, Great Lakes Zone] the document from your
Attachments list
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Hello [[First Name]],
The latest edition of the Great Lakes Zone newsletter is attached to this el

Daniel Cox
Chair, Great Lakes Zone

Click “Preview Email”
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Preparing to send email to 426 recipients, excluding any copies...
1 document will be attached: Jan14 Great Lakes Zone newsletter
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