
MSGC EJJ Worksheet Filing Instructions
1. Email File

a. Option 1:  “Send To”

i. Go to the Main Menu at the top of the MS Word window and select  File(Send To( Mail Recipient (as Attachment) . . .

ii. A new email message box from MS Outlook will appear with the newly saved document listed as a file attachment.

iii. Type sentencing.guidelines@state.mn.us in the “To” box and send.

b. Option 1:  Send using MS Outlook

i. Open MS Outlook, and select “New Message.”

ii. Select the [image: image1.png]


 icon, which will allow a user to add attached files.

iii. Locate the file departure report in the folder you saved it in, then press “Insert.”  

iv. Type sentencing.guidelines@state.mn.us in the “To” box and send.

