Step-by-Steps

Gmail: Attaching a File

Do you need to email a resume, document, image or other file?

To attach a file to an email, the file must first be saved either to the computer or to a flashdrive.
See the Step-by-Steps handout “Saving Files on a Public Computer” for how to do this.

STEP 1 + A box will pop up showing the files on the computer. Find

From your Gmail Account your file, click on it to highlight it and then click the “open”

Click the “Compose mail” button in the lower right of the pop-up screen. You may have

G _I button in left column. to scroll or change folders to find the file you are looking for.
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. all Enter the email address(s) your file is on a flashdrive, look for the flashdrive name

you are sending to in the (often it will be NO NAME or the brand name) and click on it
upper white box labeled “To:.” to see the files stored in it. Find your file, click on it and then
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... continued Gmail: Attaching a File

STEP 4
Attach another file

You can attach more files to the email by clicking "Attach
another file" in the same area. It is fine to send several
attachments in one email.

STEP 5
Remove an attached File

If you decide that you do not want a file attached after all,
just click on the checkmark in the white box next to the file
attachment. This will uncheck the box and that attachment
will disappear.

STEP 6
Send
Click the “Send” button at the top or bottom of the
message. You will then be back to your Inbox.
You can view your sent mail by clicking on the Sent Mail
folder on the left side.
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When you are done with Gmail, remember to sign out
if you are using a public computer. This will prevent others
from accessing your information.
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