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Trade your own way

How to email an attachment

The following examples of how to send an attachment based on Microsoft Outlook 2003.
If you are using a different version or program, please refer to the Help menu in your own
software.

1. Go to Start -> Programs -> Microsoft Office -> Microsoft Outlook to open up your
mail client. The location may differ on your computer.
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2. Select the “New” button from the top left corner under the File Menu
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3. Fill in the appropriate details under To, Subject and any additional details in the main
text area.
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4. Select the Paper Clip button from the top just below the Menu Bar to attach the
files
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5. Locate where you previously saved your screen captured files and highlight them.
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6. Now select Insert.
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7. If the files were successfully attached to the email, you should see them listed next to
the Attach button.
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8. Now select Send to send the email

¥ BullCharts - Message (HTML) Ml=1E3

File Edit ‘iew Insert Format  Tools  Ackions  Help

Hecdsend | sl =8| 0 | Wl | ] PKZIP 2] PKZIP Options... Eim | A| B |i= i= i= =
b

[ To... ] |infu@bullsystems.cum |
(e | |
Subiject: | BullCharts |
Attach, .. {28 Option Chains.gif {100 KB); B2 Multi-Data.gif (12 KE) | [ Attachment Cptians. .. ]
M

e Trade your own way e

BullSystems Pty Ltd ABN 99 108 132 305 e Level 11, Tower B, The Zenith Centre, 821 Pacific Highway e Chatswood ¢ 2067
Direct: 02 9884 7622 « Fax: 02 9884 7633 e http://www.bullsystems.com ¢ Email: info@bullsystems.com



