1) Email the Document to yourself.  This option is best method for adjunct faculty or staff that are not FT employees.  Please note, the email does have a limit of only being able to email a document 2MB or less.

a. Go to the lonestar.edu website and click on “E-mail” link on the website.[image: image1.png]/= Lone Star College System
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b. Once that has been selected look for the “LSCS Employee E-mail” link.[image: image2.png]Employee E-Mail
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c. Logon to the web access outlook email using your user name and password. [image: image3.png]‘Office Outlook web Access
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d. Select “New”
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e. In the “To…” use your own email address and click on the paper clip on the top bar.[image: image5.png]=T
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f. Once in the next window browse to the document that you want to send and select the attached button when completed.
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g. The email will look like below and then proceed to hit send.[image: image7.png]~1BIx|
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h. The document will be in your inbox and you will be able to save the file to another location.

