WORKING WITH FILES
6. HOW TO ATTACH SHAREPOINT FILES IN OUTLOOK (DESKTOP VERSION)
[bookmark: _d109rq4m7t0u]The Problem
When you click "Attach file" in desktop Outlook, you might only see OneDrive - not your SharePoint folders. This is frustrating when your files are in SharePoint!
[bookmark: _lrza0i91sc2o]Solution 1: Sync the SharePoint Folder First (Recommended)
This makes your SharePoint files appear like normal folders on your computer.
Step 1: Sync the SharePoint folder
1. Open your web browser
2. Go to your SharePoint site
3. Navigate to the document library (folder) you need
4. Click the Sync button at the top
5. If a message pops up, click Open or Allow
6. The folder will now appear in File Explorer
Step 2: Attach the file in Outlook
1. In Outlook, click Attach file
2. Click Browse this PC
3. On the left side, look for your company name (e.g., "CompanyName - SharePoint")
4. Click to expand it
5. Find your synced SharePoint folder
6. Select your file
7. Click Insert
Where to find synced folders: Open File Explorer and look in the left panel under your company name. They'll be alongside your OneDrive folders.

Solution 2: If You Can't Sync or Don't Want To
Option A: Copy the file to OneDrive temporarily
1. Go to SharePoint in your web browser
2. Right-click the file you need
3. Choose Copy to
4. Select OneDrive
5. Click Copy here
6. Now attach it from OneDrive in Outlook
7. (You can delete the OneDrive copy after sending if you want)
Option B: Use Outlook on the web instead
1. Open your web browser
2. Go to outlook.office.com
3. Compose your email there
4. Click Attach
5. Choose Browse cloud locations
6. SharePoint will appear as an option!
7. Select your file and attach
Option C: Download, attach, then delete
1. Go to SharePoint in your web browser
2. Click the file
3. Click Download
4. In Outlook, click Attach file > Browse this PC
5. Go to your Downloads folder
6. Select the file and click Insert
7. Delete the downloaded copy afterwards to avoid duplicates
Solution 3: Share a Link Instead of Attaching
Sometimes it's better to share a link rather than attach the actual file.
1. Go to SharePoint in your web browser
2. Right-click the file
3. Click Copy link
4. Choose who can access it (usually "People in [Company]")
5. Click Copy
6. In your Outlook email, press Ctrl+V to paste the link
Why this is good:
· Everyone sees the same, latest version
· Doesn't fill up people's inboxes
· No confusion about which version is newest
· Easy to update the file later

