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Microsoft Outlook
Adding a Link / HTML Document to an Email

Below is a description of how to add a Web page link or HTML document to an email
using MS Outlook and how to find the size of the email.

Step 1 - Open Outlook

E¥ Untitled - Messagg: (HTML)

| Bl Edt Wiew Insert | Format | Tools  Actions  Help
{ 19 5end | Accounts ~ | [ || A Eort... ach as adobe poF | OPEN @ new mail message by going to
= | paragraph.. | the menu bar at the top of the Outlook

To.. || T | ~ window.
| | S | ~ Select: New = Mail Message

' > In the “‘Untitled — Message’ window,

if the window title does not say

SiAserel “(HTML)”, go to the menu bar at the

Wallace top of the window,

Select: Format = HTML
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Step 2 — Copy the Web address or
HTML document and paste it into the
body of the email message.

E¥ Untitled - Message (HTML)

! File Edit Wiew Insert Formab  Tools  Actions  Help

i :-95end | Accounts - | & | £ 53 [ | 1 T attach as Adobe PC
If you would like to see the size of the
2 = entire email, in the menu bar at the top
(e ]| .
= of the window,
Subject: [
| Select: File = Save
http:Mfeeeewy ssbg. com. cndsshgportal . .
( ) Select: File = Properties
sincerely,
Wallace In the “Properties’ window that opens,

you will see that the message has been
saved in the ‘Drafts’ folder and the size
of the email.
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Microsoft Outlook Express
Adding a Link / HTML Document to an Email

Below is a description of how to add a Web page link or HTML document to an email
using MS Outlook Express and how to find the size of the email.

i New Message - 71 BK (1S0) Step 1 - Open Outlook Express
: File Edit View Insert WEaduted Tools Message  Help
= Style b g 0 Open a new mail message by going to
7 gb | Fant...
send : rarsregh odrg  aman  NE MeNU bar at the top of the Outlook
: L Express window and either clicking
From: SenderMame@ssbol Increase Indent A
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G C: ’— Background » select:
= . File = New = Mail Message
Subject:
(arial = = Inthe ‘New Message’ window go to
Apply Stationery » the menu bar at the top of the window
v Send Pickures with Message and Select:

Format = Rich Text (HTML)

B: New Message - ¥4 X (IS0) Step 2 — Copy the Web address or
: File Edit Wiew Insert Format  Tools  Message Help HTML dOCU ment a.nd paste intO the
: body of the email message.
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Send i Paste Undo Check  Spelling Attach ] .
- : : If you would like to see the size of the
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entire email, in the menu bar at the
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Go back to the main window for
{ﬁtté:ﬂdeﬂnitinns.symantec.cnmfdefszElElEDEm@ OUthOk Express and Open the

‘Drafts’ folder in the ‘Folders’
window. If you don’t see the “Folders’
window, in the menu bar go to View = Layout and check the box for ‘Folder List’

Look for the message you just saved and the email ‘Size’. If you don’t see a column for
‘Size’, in the menu bar select: View = Columns, check the box for Size and click OK.



