
Tutorial for sending
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Getting started:

➢ Save the complete folder of templates on your computer

➢ Open a new email in your inbox
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➢ To add the “Attach File” icon to the 

menu bar, click on the drop-down 

arrow 

➢ Then click on “More Commands…”
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➢ Click on « All Commands »
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➢ Select the two “Attach File” 

commands

➢ Then click on “Add”
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➢ Open a new email message, then 

Click on the “Attach File” icon at the 

top of the menu bar
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➢ Select the “newsletters” folder 

previously saved on your computer
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➢ Choose the template you 

want, then click on “insert 

as text”
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➢ Modify content as 

needed
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