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Supporting learners with attaching files 

One of the most common discrete tech tasks associated with sending emails is adding 
attachments.  Following naming conventions for files and understanding when files should be 
sent as a compressed folder are both areas learners may need to pay additional attention to. 

For learners studying in a LINC class, they may need to email class activities in the form of 
attachments to their teacher.  One of the challenges related to attaching files is that it requires 
learners to have a good understanding of the file management on their device.  Without a 
strong awareness of file storage, learners may easily feel frustrated when searching for 
materials they intend to attach. 

 

Common challenges for learners include: 

 Unclear naming of files before attaching them 
 Sending each attachment in a separate email 
 Not using a zip folder for large or multiple attachments 
 Forgetting to attach the file 
 Sending an attachment in a digital format that the recipient does not have a program 

installed for 
 Sending an attachment with no email message 

 

Activities to build skills: 

1. Ask the learner to identify different kinds of files they want to attach.  For example, a 
document, an audio file or video, and a photo.  This will help them practice with small 
and large files.  Ask the learner to write down the name and location of the files they 
plan to attach.  This will make the process faster as they will be able to locate them on 
their device quickly.  Ask the learner to attach each kind of file to a new email.  The 
learner could also practice removing each attachment. 
 

2. Refer the learner to resources in Computer Basics – File Management.  In particular, 
you may want to explicitly help the learner with the following discrete tech tasks related 
to file management: Rename a file, Make a folder, Move a file to a folder, and Make a 
zip folder. 
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When to meet in person 

Some learners may be able to participate effectively in a remote session, but support may be 
more efficient in person. 

It is necessary to provide support in-person in the following situations: 

 The learner is not familiar with accessing the Finder / File Explorer on their computer. 
 The learner is using a mobile device or tablet/iPad. 
 The learner has difficulty with using the mouse and/or touchpad. 
 The learner has experience using computers but has switched operating systems (ex. 

from a Windows computer to MacBook). 
 The learner has lower-level English and interpretation is not available. 
 The learner is not comfortable using Zoom on any device. 
 The learner cannot screenshare their screen on Zoom. 

 

Helpful reminders 

 Encourage learners to practice creating zip folders and unzipping compressed folders.  
This will help them when they need to send several files at once. 

 When learners are sending attachments using a mobile device, stress that it is important 
that they still compose an email message.  For example, some learners often do not 
include a subject line or a message.  This can be a frustrating experience for the 
recipient, especially if they are receiving multiple emails with the same omissions. 

 Learners may have file formats they regularly use as defaults on their device.  Encourage 
learners to pay attention to the file extension and use formats that are easy to open on 
different devices.  For example, MP3, MP4, PDF, JPEG, etc. are a few common 
extensions. 

 


