
Adding an Attachment to an Email Message 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 

Select “Manage/Upload Email 
Attachments” 

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

Select the document (in this example it is the one 
GLZnewsletter_jan14.pdf”) 



 
 
 
 

 
 
 
 
 
 
 

 
 

Give a name to the 
document, then click 
“Submit & Upload” 

The document is now in 
your Attachments list 

Go back to the Home 
page and select 
“Compose Email 
Message” 



 
 
 
 

 
 
 
 

 

Compose your message, then select 
the document from your 
Attachments list 

Click “Preview Email” 



 

 
 
 

This message shows which 
document will be attached 


