
E-MAIL MESSAGES IN WORD 

It is possible to send a document to someone directly from the Word program using the e-mail 
feature.  To send a document to an individual person, use the Send feature under the Office 

Button.  When using this feature, it is possible to send a document as an attachment in Word 
format, as an attachment in PDF format or as an attachment in XPS format.  To send the same 
document to several people at the same time, use the Mail Merge feature.  When the Mail Merge 
feature is used, it is not possible to send the document as an attachment.  Instructions on using the 
Mail Merge feature are available under the Mail Merge section of the Word 2007 Training Web 
Page. 

Sending the Document 
 Click the Office Button. 
 Move the mouse pointer over the Send feature. 
 Click one of the options in the list.  These are: 
 E-mail – This option is used to send a message with the Word document as an attachment. 
 E-mail as PDF (Portable Document Format) Attachment – To send a message with an 

attachment in PDF format, click this option.  When a document is sent in this format, it is 
not possible for the recipient to make changes to the document. 

 E-mail as XPS (XML Paper Specification) Attachment - Click this option to send the 
document as an attachment in XPS format.  A document sent in this format is difficult to 
make changes to. 

 The Outlook E-mail Message window will open (see illustration below). 

 Do one of the following:  
 In the To box, input the e-mail address of the recipient. 
 Click the To button to select a recipient from: 
 The Global Address List – This is a list of people in a particular organization.  This list 

is usually maintained by the server manager. 
 A Personal Contact List – This is a list of personal e-mail addresses that are not 

necessarily associated with an organization. 
 The Name of the Document will appear in the Subject line of the message. 
 The Attached line will contain the attachment. 
 The extension at the end of the document will show which format was used for the 

attachment. 
 The icon just before the name of the document will also tell which format was used for the 

attachment. 
 Click a message in the Message box, if needed. 
 Click the Send button to send the message.  


