
Email and photographs

How to send & receive



How to send photos

• There are several ways
– A)  Using your broadband providers 
software or  something else like Outlook 
Express, Google mail

– B)  Right clicking on the photo

– C)  Using Picassa



Sending Photos

using a broadband software 
provider or  something else like 
Outlook Express, Google mail



Click on icon to enter your email system, this example 
used is Outlook Express



You are now in your in box



This box pops up



1. Enter email address of 
person you are sending 
photo to

2. Enter subject Click on attach



You now have to browse until you find the folder 
your photo is located in

I put photos in My 
Pictures



Have a logical folder structure in My Pictures

I have used U3A at the top level, followed by Ann Mary amongst others



Once in correct folder, select photo required

1. Click 
on image 2. Click on 

attach



Your photo is now attached.  You can continue doing the 
same process for more photos to be attached. 

1.  Write an 
accompanying 
note

2. Send



Check message has been sent by going into your sent box



Sent

If picture is too large to send, see resize photos guidelines



Sending Photos

Using Right click on the Photo



Sending photos by right clicking on 
the photo



You can select more than 1 picture at a time to send





1.  Type in email address

3.  Type in message

4.  Click Send button

2.  Change subject, if relevant



Confirmation of email recipients

Alternative way to select recipients from contact list

If this doesn’t work, use Broadband provider option



Sending Photos

Using Picasa



Select photo

Click on email icon



Select whichever 
relevant



1.  Type in email address of recipient

2.  Type 
in 
message

3.  Select 
picture size

4.  Click 
Send button

If this doesn’t work, use Broadband provider option



How to receive photos



Receiving photos via email

Select message you are interested in, and double click



These are the attached photos

Select one and double click.  (If 
you are asked to download, in 
another system, click that 
selection)



This is how the same message looked in 
Sky, so click download 





Browse until you find the folder you wish to place the 
photo in

Start with 
My Pictures



Folder you want photo to 
be in

1.  Rename the photo to something you understand

Click save



Go in and check your photo is where you think it should be!

The End



Alternative way photos appear in 
the email

R click on 
photo, select  
Save Picture as



1. Browse to appropriate folder

2. Check file name


