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

B9 Outlook Express

File Edit ‘Wiew Tools Message Help
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Create Mail Send/Recy Addresses Find
.:&- ZL- - T -.
Folders = | f
:;' Outlook Express
= J:-f‘:a Local Folders for Ann Mary Ware
/'@ fribox
TS Outho
S Sent Ikems E-mail
~E Deleted Items
B} Drafts There are no unread Mail messages in vour Inbox
%2 Calendar @
: Create a new Mail message
e %E3 Conkacks =
i ~%EA Journal Read Mail
-%E2 Morton Antispam Folder
%A Motes
‘:é Parents Newsgroups
LA SCRC
T Tasks Set up a Mewsgroups account...
< | =
Contacks ™ o
Contacts
There are no contacts to displayw, Click
on Contacks to creake a new conkack,
Cpen the Address Bool:...
@- Find People...
I wihen Outlook Express starts, go directly to my Inbox,




¥ Inbox - Outlook Express

You are now in your in box

e  Edit Wiew Taools

Message  Help
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Create Mail =0l ward Frint Sl Send/Recy Addresses Find
;@; Write Message
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Iﬂil Outl-:u:ul% E.xpress
= % Local Falders

R Inbox
G@} Oukbios
‘:% Zent Ikems
{7 Deleted Irems
B} Drafts
5B Calendar
‘:@ Cantacts
$E1 Journal
%71 Norton AntiSpam Folder

% Motes

9 Epson
Sy Ware, Ann Mary

d 2 Micrnsaft Outlook 2000
24 David Moore Photography
24 Adobe Systems Inc,
£ Adobe Systems Inc,
54 Microsoft Outlook Expre...

Say "fes" ko great offers!

Fu: Riding Club 'skuff!

Welcome ko Microsoft Qutlook 20001
Fr: POLICE HUMNT BURGLARY GAMNG
Welcome ko Photoshop Elements 4.0
Wlcome ko Photoshop Elements 4.0
Wielcome ko Outlook Express 6

251012006 13:29
251012006 13:59
27/01/2006 20:50
27/01/2006 21:14
29/01/2006 17:06
29/01/2006 17:41
17012009 19:55

@ Parenks
S scRC
L5 Tasks
£ |

_)
Contacts * x

There are no contacks to display, Click
on Contacks ko create & new conkack,

From: To:
Subjeck:

There is no message selected,
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This box pops up

B New Message

: Fle Edit  Wiew Insert  Formab  Tools  Message
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Help Maximize

Send Lt o Paske Hnda Check:
B To: |
EHcc: |
Subject: |
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1. Enter email address of 2. Enter subject Click on attach
person you are sending
photo to

\\ Practice on sending a photo

ile Edit wiew Insert Format  Tools  Megfage Help

Sem it oy Paske ngg Check  Spelling Attach  Priority Sign Encrypt  Offline

To: Jannware@skylcum / i.':\ttal:h F||E To Messagei

@ | /

Subiject: JPractice on sending a photo
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You now have to browse until you find the folder
your photo is located in

W Practice on sending a photo

\Wis Imser ar Toaks Message Hslp
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Send i o oy Paste [Inda Check  Speling Attach  Priority Sign Encrypt  Offline
To lannware@sky.l:l:um
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Subject; IF‘ran:tiu:e on sending a photo
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Insert Attachment

| put photos in My
Pictures

/

Lok in: | I} My Documents v| O -

2 armw WWork [C)House

L2 Bluetanth CLink

2 Fammily IZIMy Alburns

|5 Garmin |=iMy Google Gadgets =
[ History My Music /
[iHolidays @My Pictures

AL |

N Size: 402 MB

File name: ||

Files of type: | &ll Files [*.%)

Conkains digital phokos, images, and graphic files,

Folders: Adobe, Booker, Family, DLYMPUS Sample, Peter, Picasa, ...
Files: , Sample Pictures. Ink,

v

[ Cancel

J

[] M ake Shorkcut ta this file




Have a logical folder structure in My Pictures

.lfii;_l’ra;ti.'::: on sending a photo

. Filg Edit Miew Insert Formak Tools ‘Message  Help
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I_='L do =l =) j ﬁ ;! ;i l__é |—_dl '—ﬁ
Send ik oy Paste Lndo Check  Spelling Attach  Priority Sign Encrypt  Qffline
[GEf To: Iannware@sk‘:.-'.cnm
Efce: |
Subjeck: IPractice on sending a photo
E|B 7 UAJ[EIEEST =E===|-QE
E——— -
~ -~
" T ——, =
\ = (= -
y
Ann Mary Digital photographey Lewis
]|
File name: | | [ Attach J
Files of type: |,&.II Filez [".%] v| [ Cancel ]
[ Make Shortcut to thiz fle

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



Once in correct folder, select photo required

l“Pﬁ;ﬂna on sending a photo

Vigw  Insert  Format  Tools Message Halp
B2 4 DD v & 7 0¥, 85 E 5
Send Cut copy  Paste Unda Check Speling  Atkach  Priority Sign  Encrypt  Offfine

R To Iannware@sky.ccum

B |

Subject: lF‘ractice on sending a phoko

E|B 1 UA —EEEzEE| -G

Insert Attachment

Lok ir: | (52 Ann Mary

1. Click
on image

2

attach

b
Flename:  |[MAG [14] || mtach(

Files of type: |.~'—‘-.||Fi|es[“."] v‘ [ Cancel ]

[ ] Make Shorteut to this file

2. Click on



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

2. Send

. File Edit View Imsert Format  Tools  Message  Help

= X 9 & % ) V. EH @ %

©Send IInda Check  Speling Attach  Priority Sign Encrypt  OfFline
Ta @nware@sky.mm

1. Wri e |

' rlte an Subject: |F‘ran:ti|:e on sending a phoko

accompanying Attach: |HMAG(14}.jpg(5.95MB)

note — g
| Arial Mo E|B 7 UA|SISEHEHE| E=ES|— ]

\ Hi,

S
Hope you like the photo of Jenny at her last Book Group meeting.

Bye.

Ann Mary]




¥ Inbox - Outlook Express

Check message has been sent by going into your sent box

File  Edit ‘Miew  Tools

Message Help

H ., & @& .8 2 X

Create Mail
Falders x

! I‘_‘;ﬂ Outlack Express

=} @ Local Folders
A Inboe
) Outbox (1)
3 Sent Ttems
~§# Deleted Items
5B} Drafts
- £F Calendar
121 Contacts
1 Journal
--£5 Norton AntiSpam Folder
‘{@ Mokes
‘iﬁ Parents
5B SCRC
. 5E Tasks

< i

Contacks = x

There are no contacts to displaw, Click,
on Contacks ko create a new conkack,

= . h
ijj ¥ Wy |-|¢ b
Send/Recy Addresses Find
* O % From Subject Received «

i Epson
E21'Ware, Ann Mary

1] 21 Microsaft Outlaok 2000
54 David Moore Photography
4 Adobe Systems Inc.
29 Adobe Systems Inc.

24 Microsoft Oublook Expre. ..

Say "yes" togreat affers!

Fit Riding Club 'skuff!

Welcome to Microsoft Outlook 20001
Fu: POLICE HUNT BURGLARY GAMG
Wglcome to Photoshop Elements 4.0
Welcome ko Photoshop Elements 4.0
Welcome to Outlook Express &

25/01 /2006 13:29
25/01/2006 13:59
27/01/2006 20:50
27/01/2006 21:14
20/01 /2006 17:06
20/01/2006 17141
17012009 19:55

From: To:
Subject:

There is no message selected.



¥ Outbox - Dutlook Express

File Edit ‘Wiew Tools Message Help
—_— o _:_.ll T - i
¥ .o ® w | & X | = .w B
reate Mail Raply Reph Al Forwiard Print [ielete SendiRecy Addresses Fird
<sent
Falders Xy g 1o subject Sent o
|$| Outlook Express @Rucking horse (norockin...  Unsubscribe 2210)2006 10:05
=] @ Local Folders 0 [ Pannware@sky.com Practice on sending a photao 01/03/2009 13:27
157 Inbo
‘w’{ﬁl Sent Tkems
(3 Deleted Items
5Bk Drafts
Q& Zalendar
‘iﬁ% Contacks
%2 Journal
_.5F Morton AntiSpam Folder
Q& Motes
@ Parents From: Ann Mary Ware To: annware@sky,com
- fE SCRC Subject: Practice on sending 2 phokao
i Tasks i
i ! i | i, Hi,
Conkacks ™ X | ) )
Hope you like the photo of Jenny at her last Book Group meeting.
There are no conkacks ko display, Click
on Conkacks ko creake a new conkack, B
ye.
Ann Mary

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

s
Preview
Idpload to web albums. ..

Prink
Create PDF and Bitmap Files with PDFCreator
Edit

Rotate Clockwise

Rotate Counker Clockwise
Zoam In

Zoarn 2uk

i

Set as Deskiop Background | l

Cpen With 3 |

Stan with Mortan InternetS)( 1 '

- T (1 cororcs:od e Folder

Delete | @ Deskkop (create short
-""':& & i Properties ) Mail Recipient
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& i e &) Memary Stick (E:)

L DWD-RW Drive (F:)
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“w Femovable Disk (G0
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You can select more than 1 picture at a time to send

Cliveden-05-001 Cliveden-08-003 Cliveden-03-004



Send Mail : = |5 X] Sen Pictures via E-Mail

Windows can resize the pictures you zend ine-mail 0.

_' - e : that they tranzsfer fazter and are easier to view by the
___f" el recipient. *What do you want bo do?

Prepating to send: e e %) Make all my picturss smaller

H:\Photost LI3a W Optimised! Canasta-3,jpg (") Keep the original sizes

CCCCCCCCCCCCCCCCCCCCCCCECECECCEEEED)

Cancel

Show more ophions. .




1. Type in email address 2. Change subject, if relevant

. Emailing: Canasta-3 - Message (Plain Text)
i Fle Edb Vew Insert Fomat Took
;;iﬁggm] El & :

[ !TD-_-- ] !M@

Je ]|

Subject: |Emamng:Canaﬂa-3

aktach... | ! Canaska-3.og (61 KEY | [ Attachment Options. .. ]

The message is ready to be sent with the following file or link attachments:
Canasta-3

Note: To protect against cowmwputer wiruses, e-mwail programs mway prevent sSending or
receiving certain tyvpes of file attachments. Check wvour e-mail security Settings
to determine how attachiments are handled.

Hi Erenda,

Hope wou like the photo. Bye.

inn Mary

3. Type in message
4. Click Send button



Confirmation of email recipients

I ! A Na a ER5age

G Ele  Edit  Wiew Insert Format  Tools  Achions  Help

Ne2zend | e | §H

-1l

A LB 2 U

£ = 2 = -
[ T':'-_-\ ] !M'iI Type Mame ot Select From Lisk:

Show Mames From the:

N\ |

ailing: Can.

[ ECii

Subject:

akkach,.. | ‘, &asta—i

The message is &N

cCanasta-—3

MNote: To protect H
receiving certain
to determine how 3

Hi EBrenda,

[ Atkachment Options. .,

rﬂéssage Recipierh

Hope ou like the
pe ¥ To - | anmyareDsky, com

hnn Mary CC-=

I
[
/
/
/
/

Alternative way to select recipients from contact list

|
o [ corea ]
| | ot
]

If this doesn't work, use Broadband provider option

achments:

ent sending or
urity settings




Sending Photos

Using Picasa



Select photo

Make a caption!
Optimised » CanastaSjpg  15/10{2008 17:30:58  364Ex2736 pixels  267KB (73 of 177)

2 | & | &

Click on email icon (o] Sand photos in the photo tray by email = o WL
2wl N O WS
Upload Email

Print Export Shop BlogThis! Collage Videa Goo-Tay



E Select Email

) Select how you want to email your photos.
Select whichever

relevant
Microsoft Outlook

Use my default email programme.

Google Mail
Use my Google Mail or Google account.

Don't have a Google Mail account? Get a free account.

Remember this setting: do not display this dialogue again.

Help "7 ] Cancel (X )

Make a caption!

Optimised > CanastaS.jpg  15/10/2008 17:30:58  3648:2736 pixels  267KB (73 of 177)

i - N

°/ g =N O ES

H B Lipiaad Emadl Print Export Shop BlogThis! Coilage Videa Gino-Tag




1. Type in email address of recipient
4. Click

X a picture for you - Message [Plain Text)
Send button \Eﬂ& E_d]t Yiew Insert  Format  Tools  Actiog Help

S dsend | o [ 4 Ei / AT AR 2 U=

This message has not been sent.. : Attachment Options v x

SR e
= = == i=

| ik
[ Tou. ] | annware@sky com; |
[ ] | = Send attachments as
L i [
Subjeck: i-a pickure For you | ® Regular attachments

Each recipient gets a separate

Attach. .. | ™ canasta-S.pg (45 KE) | [ &ttachment Options. ., ] copy of the attachments.
{1 shared attachments

You have been sent 1 pieture. Each rec_ipient_gets a copw that is
also available in a Document
‘Workspace and can be

Canasta—-5.Jpg automatically updaked with
changes made by athers,

These pictures were sent with Picasa, from Google. Create Document Workspace at;

2. Type Ii:.!.l Tell me more. ..

Test using FPicasa. EBve

| n \ =l Picture options
inn Mary - i

m essag e Select picture size:

| E e z
iDu:un’t resize, send originals |

Try it out here: http:/fpicasa.google.comf | Tt

Don't resize, send originals
" Al Sroall (445 2 336 ol
Medium (640 x« 480 p)
Large (1024 x 768 px)

3: Selec.t i
plctu re Slze Showe when attaching Files

If this doesn't work, use Broadband provider option



How to receive photos



Receiving photos via emailil

Select message you are interested in, and double click

&) Inbox - Mic) vsoft Outlook

! Ele Edit WiewN Goo

HECITRARS MR

Tools:  Actions

| -aReply @ Reply to All 5 Forward | jSendiReceive ~ | 2pFind [ | [ Type 3 cortact to find

Help

Favorite Folders.

.7 Inbox (15)
L Chveadt ad
) For Faliow Lip
[ sent Ttems

All Mail Folders

= 26} personal Folders

i3] Deleted Items
@ Drafts

® [ Inbox {15
3 Inbax ald
[ Junk E-mail [2]
[ Morkon AnkiSpam Folde
L5 Cutbox
(3 sent Ttems
3 uza

# [ Search Falders

'::j Mail

| Subject

| Received

" | Size WA

Mexk U3A Mewslatter ikems by 8 March
angel: Paortraits For next group mtg
= Angela
= Michael Hyde
= Mickor Ware
(= Wickor Ware

Photo Group - interested people
L34 Cpen Day

Re: 7 pickures Far vou

Re: Conferences - 26 March 2009

[zl pate: Thursday

Fri 27(02/2009 21:34
Fri 2710z2) 918:31
Fri 27/02/2009 17:40
Fri 27/02/2009 09:46 4 KE
Fri 27/02/2009 05:53 4 KE
Fri 27/02/2009 05:53 A KE

(28]
=)
Jracd
m

A Calendar
T

=4 1 MarlowCottage..,  Sainte THERESE
= 1 Bill Lanicasker
=1 I Christine Whitburn Emailing: christing whitburn,jpg (23, christine whitburn,jpa, christine whitburn, jpg (1)
Good Luck

= Jil Catherine Fa... Tring

7 pictures For wou

=4 Jenny Cash

=l pate: Monday

Thu 26/02/2009 17:56 2 MB

Thu 26/02/2009 16:44 474 KB

Thu 26/02)2000 13:43 159KE  ©

Thu 26/02/2009 11:54 5 KB -
Thu 26/02)2009 09:57 4 KB

= W sue Mayne 4 pictures For wou

=] Date: Last week

Mon 23/02/2009 16,.. 268 KB =

5-| Contacts

{Zi Tasks

=1 W Bill Lancaster 13 pickures Far wou of Kew Gardens

=l Date: Three Weeks Ago

Tue 17J02)2009 16:18 522 KB

WL

S i

(=i 0 MatlowCottage.., Photos For Annfary

= pate: Older

Sun 08(02/2009 11:57 & MB e




Select one and double click. (If

you are asked to download, in
These are the attached photos another system, click that

sglection)

Pi riraits for next group mig - Message (Plain Text) |Z]|EH'X
! Fle| Edt Wew Insert Format Teols Actions  Help
i REply | giReply todll | o Forward | (5 B | 4| ¥ |

AR IAERREN ML IC)]

2 Extra line breaks in this messa S WERS PEMDY ed,

o angela [angela.vasylenkomnthworld. com Sent:  Fri27/02/2009 18:30

: ;™ 2000 0226Feb20090009.0PG (31 KE); ™ 2009_0226feh20090011,IPG (40 KE);
™ 2009_0226Feb20090017,IPG (79 KEY; ™ 2009 05326feb20090004. PG (62 KE); ™ PeterSeptis. PG (30 KB

Hi inn Mary

Lttached please find some portraits! There is one of wou and one of Vie -

i1f vwou would prefer to remove either or hoth pleazse feel free to do so.

Alzo the one of the white haired lady, taken on the open afternoon — don't know who
zhe iz kbut if you think she would ke offended please also remove.

Br
Angela




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

Compose Mail u Back to Search resulis Report Spam ‘ ; : De_k_atg_J |Mere actions v

Inbox {5 g _

Starred 2 Portraits for next group mtg |nbox U3aA

Chats &2 Angela to me

Sent Mail

Drafts (1 Hi Ann Mary

All Mail

5'” Aa) 2 Attached please find some portraits! There is one of you and one of Vic -
Dam

if wvou would prefer to remove either or both please feel free to do so.
Bin Also the one of the white haired lady, taken on the open afternoon - don't

r know who she is but if you think she would be offended please also remove.
Contacts

Br

Angela

w* Quick Contacts

|~
grrEﬂrch add, or imite

@ Victor Ware
Set status hera

& attachments — Download all attachments View all images
Basnett, Mike =
Brown, Keith & M.
Butler, Pam
Green, Lewis & M.
King, Awveril
Lancaster, Bill
Mayne, Sue
Shelly. Mags
Smith, Brenda
Yasylenko, Angela

2009 0226feb20090006.JPG
42K View Download




= Portraits for next group mig - Message (Pl iin Text)
i fle Edt Wiew Insert Format Took  Actioks  Help
&Reply | iReply toall | igpForward [ o | W | ¥ (5 [2F X | & - - AT (45 | @)

Extra line breaks in this message were remoyved,

Frorm: 'm &ngela [angela. vasylenko@nthworld. com) Sent:  Fri 2?,1;1]2,1;2!][!9 18:30
Toy "Wickar Ware'
o

5LI|:I]:.EE|:: Paortraits For next group mtg

Attachmients: ™ 2009 _0226Feb20090006, 1P (42 KEB); ™ X009 0226feh20090009, PG (31 KE); ™ 2009_0226Feh20090011. IPG (40 KE);
™ 2009 _02zefekzonanniz Ip c2 el B paterseptis, PG (30 KE)

Opening Mail Attachmen' |§|

Hi 4 hot .
Tt ey <P ; You should only open &tachments From a trusbworthy source,

Atlachrn Dlesse Attachment: 2009 022KFeb20090006.JPG From Portraits for 22 OF ¥ie -
if you would prefe next graup mkg - Message (Plain Text) do =o.
Alszo the one of th on — don't know who

zhe iz but if wou
Would you like o open th@gfile ar save it bo your computer?
EBr

Lugela [ Open ] L Save J

Always ask, berre opening this type of file




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

Start with
My Pictures

|

Save n | (L} My Documents W | @ A& X Cu B Tooks-
. |||j arna Wiork LI OMSPEED
L&b =) Bluetaoth IC3Places of inkerest
My Recent ||| 2)Family ICaPrivate Medical Insurance
Documents: | | - o rmin [ Simply walk,
& (DHistary l;:lS':.fmantec
L |||j Halidays | hTax
Desktop !i‘]HDuse ﬁﬂTeschet
|iLink I3 Toshiba
. |y Albums ICiUpdater
_'_,J) ii[:"lr'-'h-' Google Gadgets ICaUkilities
My nts I[ﬁMy PLsic Invic work:
Ihﬂ My Pickures ICywhich
%} Iy Skype Pictures @Car insurcance guokes armw May 2005
_)! !E My Wideos g Courses
My Computer || pikon ¥+ Leisure cancellation
o | < | 2
= i : Type: Microsoft Word Documenk
My Mebwork Hrne .ﬁ.\lll_lll?hcur: AMNMNE E
Placas Title: Tel: 01752 512405

Save as bype: i.ﬁ.ll Files

Date Modified: 31012007 15:09 /

Size: 21.0KB




Folder you want photo to

be in

Save As

Savein:

| | Digital phatography

v @-@ Q@ X cu &

- Tools =

My Fecent
Docurments

Deskiop

My Metwork
Places

File name:

|P.n-;|ela Yasylenko 26 Feb 09 PG

¥

Save i,

Save as bype: |.ﬁ.|?| es

¥

Zancel

/

1. Rename the photo to something you understand

Click save



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

&% Digital photography E“EJ
File Edit Wiew Fawvorites Tools  Help ;

@ Back - \_..-‘ Iﬁ f,__.' Search

Folders =

@ Deskkop -~
= l,:i My Docurments
[ [2) armw Work
[# =) Bluekookh
(5 Family
3 Garmin angela '-.-'asyalgnku 26 Feb
|2 History
I3 Holidays
I-_,:_'l House
(53 Link
5 My Alburns
[5) My Google Gadgets
[# .@ My Music
= Iﬂ Py Pictures
E ) Adobe
|50 Booker
I3 Family
F [5) OLYMPUS Sample
i7) Peter
¥ I7) Ficasa
= 5 U3
H ) Ann Mary
'-ﬂ Digikal photographs
1) Lewis
[ Mags
(=) Optimised
=) others
i) Rachel "

[ZE'__- Faolders

T

The End



Alternative way photos appear in
the email

1

R click on
photo, select
Save Picture as

HE

(o ko My Pictures
3et as Background

Copy

INTERESNO . dn.ua
Add to Favorites. ..

Add to Google Photos Screensaver

Propetties



1. Browse to appropriate folder

Save Picture

p Recent
Dacuments

Dezktop

My Documents
tdy Computer

.«

Py Hetwork,
Places

it

Save i ]ﬁ} Ewvelyn Symmonz :

x| = ® e EE-

P ATTOODO4111 ™ aTToO049161616 T ATTO0100333333

M ATTO0D07 222 ™ ATToO00S2171717 ™ ATTO0103343434

P ATTO0010333 ™ ATTO00G1Z202020 P ATTOO0109363636

P9 ATTOOO134494 M8 aTTO00G4212121 ™ ATTOO112373737

P ATTO0016555 ™ ATTO0067Z222222

!; ATTOO0019666 ™ A TTO0070232323

P ATTO0022777 ™ ATTO0073242424

M A TTO00Z5855 ™ A TTO0076252525

PR ATTOO0ZE999 ™ ATTOO079262626

M ATTO0031101010 ™ ATTOO0SZ2272727

P ATTOO034111111 ™ ATTOOOES262825

P ATTO0037121212 ™ ATTOOOSS292929

P8 ATTO0040131313 ™ ATTOO0091303030

!; ATTOOO43141414 ™ ATTO0094313131

M ATTO0046151515 ™ ATTOO097323232

File narne: i _v_! 5 ave
Save as lype: 1JF‘EE [Fip _vj Canizel

o,

2. Check file name




