
How to send an email with an attachment  

 

 

  

Go onto your student portal 

Write or compose an 
email to whoever 
you would like to 
send an email to 



  

 

 

 

 

 

  

  

 

 

Type the recipient’s name into the composing email, and the subject of the 
topic and write your email and when finished press send 

 

 

To send an attachment you select 
the paperclip icon on the email 



 

 

 

 

  

 

 

  

Once you click onto the paperclip 
icon you would then be moved to an 
area of your documents and you 
then select the document you’d like 
to use to put into the email 

Once you select the document 
you want to use you then put 
the attachment into the email 
and then press send  



  

 

 

Once you send the email, go to the 
sent mail area on your student 
portal and check to see if your email 
has been sent  


