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Steps to forward an email as an attachment for common email clients are listed below: 

Forward an email message as an attachment in Outlook  

Microsoft Outlook’s Forward as Attachment feature can help us forward a single 
email message as an attachment easily. 

STEP 1: 

Open a mail folder in the Navigation Pane, and click to select the email message that 
you will forward later.  

STEP 2: 

Forward it as an attachment:  

1. In Outlook 2016 and 2013, select the email and then in the Respond group, click 
More and then click Forward as Attachment. There’s also a keyboard shortcut 
you can use instead. Just select the message you want to forward and press 
Ctrl+Alt+F. 

2. In Outlook 2010 and 2007, select the email and then right click More > Actions > 
Forward > as Attachment. 

 

3. Compose the forwarding message to Abuse@PacificLife.com, and click the  
Send button. 
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Forwarding Messages as an attachment from Apple Mail 

To forward a message as an attachment, select the email and then select Message 
Forward as Attachment from the menu bar. 

 

Forwarding Messages as an attachment from Outlook.com 

To forward an email as a complete copy by attachment, first save it as an EML File to 
your computer or device: 

1. Open, in Outlook.com on the web, the message you want to forward in full as an 
attachment. 

 

2. Highlight the email’s subject with the mouse. 

3. Press Ctrl-C (Windows and Linux). 

4. Click Actions in the email’s header area. 

5. Select View message source from the menu that shows. 
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6. Click in the message source tab or window in your browser. 

7. Press Ctrl-A (Windows and Linux) and verify the whole message source is 
highlighted. 

 

8. Now press Ctrl-C (Windows and Linux)). 

9. Open a Text Editor (Notepad). 

10. Create a new plain text document. 

11. Press Ctrl-V.  
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12. Verify the document now contains all of and only the message source you copied. 

13. Save the document as .eml file using “Save As” and changing the type to “All Files”. 
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14. Create a new email in Outlook.com and attach the .eml file you just created. 

15. Click Send. 

Forwarding Messages as an attachment from Gmail  

To attach an email in Gmail you must first save each message you want to forward as 
an EML file. 

1. Open the message. 

2. Click the More button (▼) next to Reply near the email’s top. 

 

3. Select Show original from the menu that has appeared. 

4. Now save the file linked from Download Original. 



 

 

  
Pacific Life Restricted Use Page 7 of 7 Final 
 – V 3.0 – 

 

Note: Make sure the saved file ends in .eml. Rename it if necessary. 

Once you’ve saved the message as an EML file, then you can attach it to a  
Gmail message:  

1. Start a new message in Gmail. 

2. Type the message you want to send, then click the paperclip (Attach files) icon. 

3. Navigate to and select the desired .eml file you saved before. 

4. Click Send. 

 

 


