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Ricky: Hello, my name is Ricky Enger and today we'll learn about saving attachments in Microsoft Outlook. We're using NVDA as our screen reader, but the concepts we learn will be pretty similar no matter which screen reader we're using. So, attachments. Yeah, they're not just for vacuum cleaners. We can have them for email as well, but what exactly are they and what do we do with them? 

Well, an attachment is something aside from the text we type in an email and we can send them to people as well as receive them from others. An example might be a cat picture, a document with stories about cats, or a sound file of a cat saying nom-nom-nom while eating sour cream. Oh, and actually, attachments don't even have to be about cats. So, let's head over to our inbox and see if anyone has sent us interesting things today. As we move through here with our arrow keys.

Screen Reader: Has attachment from Karen Schwartz. Subject: Bird sounds.

Ricky: We land on a message and we hear the screen reader say, "Has attachment," before we hear anything else about it. Well, that works out great. Now we know right off which messages have attachments. So, let's go ahead and open our message.

Screen Reader: Bird sounds message. HTML. Dialogue. Message document multi-line.

Ricky: Now we've got our message open and of course we wanna read the actual message before we do anything else. But once we've read it, how do we get to the attachments we've received? The easiest way to get to our list of attachments is just to press Shift + Tab just as we do when we're moving backward through a dialogue.

Screen Reader: New document window. Canary-singing.mp3 21 megabytes, one of one attachments button selected, use Alt + Down Arrow to open the options menu.

Ricky: Okay, wow, we got lots of info there. We know the name of our attachment. We know there is just one attachment in this message, and we hear that we can press Alt + Down Arrow to open the options menu. So, before we do anything else, let's talk about one quick thing. Sometimes we can actually get more than one attachment in an email. When that happens, we'll use our right arrow key to move forward through our list of attachments and our left arrow key to move back.

 We only have one this time, so if we try to move through the list, we'll just stay focused on our single attachment. Okay, so here we are on our attachment. Let's press our Alt + Down Arrow shortcut key and that will open up our options menu.

Screen Reader: Context menu menu. Preview, P.

Ricky: Our first option is to preview the file which is basically just getting a little info before we open it. We'll press our down arrow to keep moving through our options.

Screen Reader: Open, O.

Ricky: Makes sense. If we wanna open this without saving it, we can just press Enter here. But let's see what our other options are.

Screen Reader: Quick Print, R. Save As, S.

Ricky: Now, notice that each of these options has a letter or a key combination listed after it. That means if we wanna jump directly to that option, we can just press the letter or key combination associated with it. So, for example, the next time we want to save an attachment, we can just open our options menu and then press S. Saving this sounds like a pretty good idea. We do have lots of other options in this menu and we can always come back and explore them all when we're ready. For now, let's go ahead and press Enter to select Save As.

Screen Reader: Save attachment dialogue. Tree view. This PC not selected. Expanded one of one level one. Level two windows. C. Collapsed one of one. Filename, combo box collapsed. Edit Alt + N. Selected canary-singing.mp3.

Ricky: And once again, our screen reader just said a mouthful. So, after all that, where exactly are we in this dialogue full of stuff? We're actually in an edit box for our filename and we can read what's in there by pressing our NVDA + Up Arrow shortcut key to read our current line. So, that's Insert + Up Arrow.

Screen Reader: Canary-singing.mp3.

Ricky: Cool, so that's our filename which we can edit, but we probably don't need to. Now, where will the file be saved? Well, by default, Outlook saves attachments in our Documents folder on our computer. So, if we're cool with that, we can just go ahead and press Enter here and our file will be saved in our Documents folder. This dialogue does let us browse our computer to find a different saving location if we don't want the file in our Documents folder, but we won't do that today. So, let's press Enter here.

Screen Reader: Bird sounds message. HTML. Dialogue.

Ricky: And our first attachment is now saved. Yay, and that's it. We're right back in our message and we're focused on our attachment. We can press Tab to move back into the message body.

Screen Reader: Message document multi-line.

Ricky: Or we can just press Escape to close it.

Screen Reader: Inbox enger@hadley.edu Outlook.

Ricky: I'm Ricky Enger and I'm glad you could spend a little time with me today learning how to save an attachment in Microsoft Outlook.
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