Attaching a Word Document to Arp Web-based Email

First Create A Word Document and save it to your desktop.

Then logon to www.arp.sprnet.org/exchange    or   www/exchange (if you have dialed into ARPISD).  You will see the following window:

[image: image1.png]osoft Outlook Web Access - Logor rosoft Intemet Explorer [_[C]

Fe Edt View Favorites Toos Help adiess[E] o 7] @60 [N
<& Back - D @) | @earch [Favortes (FHiso | E5- 5 ]+ )

M 'ifirOSﬁl i
Web Accéss

for Microsoft (R) Exchange Server

[ Logon[

Micrasoft (%) Outlook (TH) Weta
Accessis a Microsoft Exchange Active

Server Application that gives you Exchange Users Only:
private access to your Mictosoft Type your alies and then
Outlook or Mictozof Exchange click ere to connect to your
personal e-mail account so that you personal e-mail account.

can view your Inbox from any Web
Browser. It also aflows you to view
Exchange server public falders and the
Address Baok from the World Wide

R





Type in your user name at the Log On box.  Then you will be forced to type in your user name & password again. 
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Click OK

Your email will come up in the browser
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Click on your calendar Icon
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Change your selection from Daily to Weekly

Open the Appointment you wish to insert your Word Document into.
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 by clicking on the New Appointment Icon.
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then click on the Attachments Tab
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 Click BROWSE and find the file on your desktop you wish to attach.  Then Click on Add Attachment Now
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 Click OPEN
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Click  the check mark to show the computer that you have selected this attachment and then click CLOSE.

Your file is now attached to your appointment.  You will not be able to see it until you press the F5 to refresh your screen.

If you have problems….please email me.  

