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Forwarding Email as Attachment 
 

1. Go to the desired email in outlook and Open the selected email. 

 

 
 

2. On the Menu Bar, click Actions and then click Forward as Attachment or use the shortcut key (CTRL+ALT+F) 

 

 
 

3. Compose your email and send it to the recipient you wish to send it to 
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4. When your recipient receives your email, the attached email including the attached files on the original email will be seen once 

it is opened or previewed. 
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-OR- 

 

1. Create a new Mail Message 
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2. From your Inbox, drag the email you want to forward and drop it to the new Mail Message you created and it will be placed 

on the attachment link 

 

 
 

3. Compose your email and send it to the recipient you wish to send it to 
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