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Ricky: Hello, my name is Ricky Enger. And today we'll learn about sending an attachment in Microsoft outlook. We're using NVDA as our screen reader but the concepts we learn here will be pretty similar no matter which screen reader we're using. Giving gifts is one of the most awesome things ever, isn't it? 

We spend time searching for that perfect gift to brighten someone's day and then we try to wrap it and that's a disaster and then we realize we don't even have a big enough gift bag and wow, that went downhill fast, didn't it? Well there is a solution to this. We can't use it for every occasion but sometimes the perfect gift for someone might be a document with a poem we've written. Or a sound file of cute puppy noises. The possibilities are endless really. But how do we get that file from our computer to someone else's. We can do that by sending an attachment in Microsoft Outlook. So we've got a message open and we've written a quick little note here. Now it's time to find our file and attach it to the message. First we'll press alt + N and that brings us to the insert section of our ribbon.

Screen Reader: Ribbon tabs, tab control expanded. Insert tab selected alt N three of seven.

Ricky: A ribbon is basically a collection of options and features available to us in Outlook and other programs and it appears visually at the top of our screen. Okay so we're on the insert option and there are lots of things that Outlook let's us insert. If we wanna explore these options we can press our down arrow key and then use our right arrow key to move through all the choices 

Outlook gives us. We don't need to do that right now though since we know that we want to attach a file. So now that we've pressed alt + N we'll press A for attach and then F for file.

Screen Reader: Attach file. List recent items grouping. TL music.txt not selected C. Users video prod documents one of 12.

Ricky: Now we're just where we wanna be in the files dialog. We land on a list of our recently used files since Outlook assumes we'd like to attach something that we just opened or downloaded. That's pretty convenient, right? So we'll just go ahead and move through this list with our down arrow key and find the file we want.

Screen Reader: Puppy sounds.MP3 not selected C. Users video prod documents three of 12.

Ricky: Yup, that's the one so we'll press enter here to select it.

Screen Reader: Dialogue, message edit, multiline.

Ricky: And the file is attached. Outlook puts us right back in the body of our message in case we wanna add something to what we've written. The screen reader doesn't really confirm that we've attached our file so how can we be sure? Well, we learned in our saving attachments workshop in this series that we can press shift + tab in a message to find files that are attached to it. That same concept works when we're sending an attachment so let's press shift + tab and see what we have.

Screen Reader: New document window, puppy sounds.mp3. 384kb, one of one attachments, button selected, use alt plus down arrow to open the options menu.

Ricky: And sure enough there's our attachment. This is great but what happens if the file we wanna send isn't in our recent files list? Well, let's press our alt + N shortcut again.

Screen Reader: Ribbon tabs, tab control, expanded. Insert tab selected alt N three of seven.

Ricky: And then A for attach and then F for file.

Screen Reader: Attach file. List recent items grouping. TL music.txt not selected C. Users video prod documents one of 12.

Ricky: We land in our recent files list just like before but this time let's press our up arrow key instead of moving down through the list of recent files.

Screen Reader: Browse this PC. Alt N AFV.

Ricky: And that's just what we wanna do, so we'll press enter here.

Screen Reader: Insert file dialogue, file name. Treeview, level one, this PC not selected, expanded one of one. Level two documents collapsed, one of one. File name combo box collapsed. Edit alt plus N blank.

Ricky: Our screen reader says a number of things and at the end of it all we hear that we're in an edit box where we can type our file name. Now we might not remember exactly what the file is called so we'll go ahead and look for it. Let's press shift + tab to move backward through the dialogue.

Screen Reader: Items view list. Name split button collapsed sorted ascending.

Ricky: And we'll press shift + tab again.

Screen Reader: Audacity not selected, one of 15.

Ricky: We'll all have different files of course but in this case we've got a list of files from the documents folder since that's the last place on this computer that we used to attach a file. So if we last attach something from our downloads folder instead that's where we'll be next time. If we wanna know for sure which folder we're in we can either continue to shift + tab backward through this dialogue or we can press alt + D to move to that specific area in the dialogue and it will tell us which folder we're in.

Screen Reader: Address combo box collapsed. Edit D, selected documents.

Ricky: So back in our list view showing us what's in our documents folder we'll press our backspace key which moves us out of our documents folder and into a list of folders on our computer.

Screen Reader: Treeview, level one this PC expanded, one of one, items view list, folders grouping expanded, documents row two column one, three of nine.

Ricky: We can use our left and right arrow keys to move through this list. Let's go ahead and move over to music.

Screen Reader: Downloads, row two column two, four of nine, music row three column one, five of nine.

Ricky: And press enter. Great, now we're in our music folder and we can use our arrow keys to explore what's in here.

Screen Reader: 2001.mp3 not selected, one of two.

Ricky: Let's find Hadley learning braille is fun to do.MP3.

Screen Reader: Hadley learning braille is fun to do.MP3, two of two.

Ricky: Perfect, we'll press enter here.

Screen Reader: A little fun message HTML dialogue.

Ricky: And that neat little song is now attached to our message. Puppy sounds and a song about braille all in one message? Yup, this is an awesome gift for sure. I'm Ricky Enger and I'm glad you could spend a little time with me today learning how to attach files in Microsoft Outlook.
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