Working with Email Attachments

I. Adding (or uploading) an Attachment

Scenario: Compose a new email and attach (upload) the file “Training Style”..

Send it to the receiver.

Note: The “Training Style” file is located on the C drive in the “Training Practice Files” folder

Access your email application
Initiate a new email

1. For AOL, click on the
Compose button

2. Enter the receivers email
address in the To field - Ex.
lindawade@apogeesolutions.

AQL | MailTooibar | Make AOL My Home Page

Aol Mail. Click to download over $3500 IN TRAVEL SAVINGS

janetcem  Zign Out

Check il Search the Web Search | sansezty Gougle
£ Q 5] Send [fSava Draft || Spelling Cancel

¥ Today on AOL & From::janetcem@

*7 New Mail €50 To: lindawade@apogeesalutions.cam,

S old Mail Sublect Training file

</ Drafts (25) FFi- - B 1 0 H&= = =2 — @ & Stationery

54 Sent

[& s

S Spam (48)

Bl Recently Deleted =

COm :E Contacts
3. Enter the topic in the Subject & Caldar
field - Ex. Training files Vi Felders
%1 Send [EH Save Dran || Spemng Cancel
From:

1. Enter the message in the body
of the text

To: lindawade@apogeesolutions.com

Subject: Training file

2. To begin to attach a file, click Fra-BlIRASE=-08 |:| B | Seoneny
on the Paper » /
Clip button
Attached is the file on Training
3. Tool tip will display the Soaice
function of the button —
|Ch00se files to attach|
Lo Choose File to Upload @
Clicking on the Attachment i L T E T
button will initiate access to your . i —
stored folders and files via the 9 e =) (D:;,l
Choose File to Upload window fir b B Eiance o w0 )
=k E%ﬂWWPubllc an wwanfsnl’ (M2
P'f & E.'_.gfinancials on ‘ukdatal' (Z:)
Navigating to the correct folder is Lise 2;3‘::;“;3:&5:2 Al
the next Step Eiﬂuser's Documents
7
Remember the file path is b
C drive>Training Practice 3}3
Files> Training Style vicomiier ||
1. Click on My Computer to see y ‘N'_}’»] ) I;_l _ | = : :
all the drives on your system Places =l
2. Note the C drive Files of type: |l Files 4 | %
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3. Double click on the Local
Disk C

The Look in field now reads
Local Disk C

be listed in alphabetical order
(this order can be modified by
the user)

There are many folders
Using the scroll bar below
navigate to the Training
Practice Files folder

3. Click on the arrow at the
right hand side of the scroll
bar until you see the correct
folder

N =

All the folders on the C drive will

Save As

Save in: | “eo Local Disk [C:) vi (¢ ] s e
Y _tpcs
i () a9540d5bde075585 16¢
My Recent (L2144 Mesting book
Documents (L5144 Mestings
= i@"jnccounting Coach
|.£ IC3Acrarym Lisk Feb 27 Wi
Desktop i;_f]ACT Trial
ACTIZO10
-3 Adam Harrison
(C5)ADDIE Model
My Documents !'fjnlgile hfs
(haimco
() Alphag_Sample_Timesheet
jg (L) Ametican express l
3 1) Amex
4w Computer
(158 >
e File name: | Training_style.doc Vl [ Save ]
by Metwark Save a3 type: | Microzoft Waord Docurnent - | [ Cancel ]
— TR T

Note: Training Practice Files
folder

Practice Files folder

1. Double click on the Training

Choose File

to Upload

Lok

6}_’,

My Recent
Documents

€

Desktop

L .

tdy Document:

o

tdy Computer

ty Metwark
Places

in: [ < Local Disk [C:) = @& e E-

[I"' Training Manuals - Happy Manuals

(5 Training Pr
UserguideInventory

|21 UserquiderderManagement

|1 UserquidePurchasing

|1 WARC

|y weightwatchers

I WICT

I WINDOWS

\Zpwonder Woman

@WW GErmany

!IE-,_] 11iMavigation,doc

:@50-02 Ship Confirm — Keeping sarme quantity or adjusting Quantities to be Shipped (Manug
9] Applicationywyw2008 Pellicci,doc

{88 applicationyw2008.dac

3

E3 | &
File name: | LJ Open |
Files of type: ]AII Files [%.7] LJ Cancel |

2. The Training Practice files
folder is now in the Look in
field

3. The screen displays the file
within the folder

4. Double click on the file
Training style.doc or select

button

the file and click on the Open

B

Look:

My Recent
Documents

[resklop

|7

My Computer
ui

by Metwork
Flaces

My Documents

Choose File to Upload

i

Training Practice files LJ 0 ? @ [-

File name: 1Training shyle.doc :_j Open |
Files of bype: 1AII Files [%.7) LJ Cancel
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[ Send D Save Draft Spelling Cancel

1. The Upload w1nd0\jv will SA

ClOSC and the ﬁle Wlll attaCh To: lindawade@apogeesolutions.com,

tO the emall Subject: Training file

) yle.do 4___

2. Confirm the file is attached FF- - B 7 U R&uE 5 & —© & ¢ @ Sttoney
3. Review text in the body of Hello

the emall Attached is the file on Training

. Regards

4. Click Send button Janet

Confirmation of email displays Your message "Training file" has been sent!

Back to Mew Mail
The email with the attachment
has been sent

Working w/ Email Attachments  Janet Pelliccio 6/28/2010 Page 3 of 8




II. Saving (downloading) an Attachment

Scenario: Open an email with the attachment, “Trainer tips.doc” and save (download) it to the Training

Practice files folder.

Note: The Training Practice files folder is located on the C drive.

. PO L= Action E Delete Spam View: &
Review email list =
. . . Fi Date Subject Size
Note: A paper clip icon is — i _ :
. 1 g JanetCEM@aol.com 5:41 pm Trainer tips attachment 35k
posted in the email line ——————— — - —
. . . h jobnews2@geowebjob.com ? 535 pm Your Electronic Job Newspaper - 0.. 4k
1ndlcat1ng an attachment alerts@mia-smartrewards.com 5:12pm HNEW/ YORK Game Design Careers.... 9k
* 45 Reply % Forward | || ] Action [[] Delete | @ Spam
1. Open the email (click on -
email) Trainer tips attachment
Janet Pelliccio to you - 6 min age  More Details
2. Note: Attachment is i] Trainer_tips.doc
displayed — file is Trainer
Hello, \

tips.doc

3. .doc indicates that the
file is a Word document

4. Click on the attached file
link

Aftached is the file on Trainer tips.

Bestregards,

Janet

The File Download window
displays with options to
Open, Save or Cancel

In this example, we are going
to Save the file to a folder on
the C drive

File Download

@ j MWame: Trainer_tips.doc

Fran:  webmail.aol.com

Do you want to open or zave this file?

Type: Microsoft Word Document

J Open ] [

Save ] [

Cancel

lal
b
= zave thiz file. What's the risk?

Wwihile files from the Intermet can be useful, zome files can potentially
harm pour computer. If you do not trust the zource, do not open or
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The Save in window

Save in: | 4 My Computer V| (+) 5/l e
d1§plays, allowing access to ~  [Cooorc | +¥—
drives and folders on your LD  [SDvRaMDive (D)
My Recent “# Finance on 'wwaufs01' (M:)
ComPUter Documents | S wawPublic on wiaaufs0L (M2
= :‘;ﬁfinancials on ‘ukdatal' (Z:)
. [C5)5hared Documents
1. Chck on My Complltel' Deskiop [Cjuser's Documents
2. Drives are displayed e,
My Documents
Remember the file path is C
drive> Training Practice 31! -
. by Computer
Files
. File: narne: Trainer tipz:doc b || [ Save ]
3. Double click on Local MyNetwok | Savessipe || MicrosoRtwiord Docurent v [ caeel ]
Disk C
The Save in ficld now reads Save As
Local Disk C Savain | <@ Local Disk () v |o # > m-
. _'3 _rpcs
All the folders on the C drive LD |=asmsndsbdenzancasiec
. . . . My Recent IC2) A Meeting book.
will be 11§ted in alphabetical b i
order (this order can be (@ (C)Accounting Coach
. ; (L) Acronym List Feb 27 wew
modified by the user) oo | [T T
(CacTIZ010
-5 Adam Harrison
1. There are many folders _ () ADDIE Padel
2. Using the scroll bar My Dosuments | [2°dle info
(Chaimeo

below navigate to the
Training Practice files
folder

3. Click on the arrow at the
right hand side of the
scroll bar until you see
the correct folder

) Alphas_Sample_Timesheet

;}j L) American express l
. (1 Amex

My Computer
| i) g
File narme: iTraining_ster.doc: V| [ Save ]
My Network Save ax upe: | Microzoft Ward Document - | [ Cancel ]
— TR T

Note: Training Practice files
folder

1. Double click on the
Training Practice files
folder

Savein:

ty Recent
Documents

My Computer

iy Metwork

&

| c» Local Disk [C:)

!
1
!if_’]UserguideOrderManagement
ih_jUserguidePurchasing
||;jwnac

!IbWeightWatchers

|:.':|WICT

||f_‘|w1NDows

Iy wWonder Wamnan

!i{jWW Germany

I@] 11iMavigation.doc

!@50—02 Ship Confirm — Keeping same quantity or adjusting Quantities to be Shipped (Manu:
I@jnpplicationWWZDDS Pelliccio.doc

‘I!_E_]Applicationwwzoos.doc

Il >

7 :
File narme:; ITrainer_tips.doc: » | [ Open ]

Save az type:

Microsoft Word Document v| [ Cancel ]
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2. The Training Practice
files folder is now in the
Save in field

3. The screen displays the
current Word files within
this folder

4. We will be saving
Trainer_tips.doc to this
folder

Note the File Name field
contains the name of the file:

i@;]Training shyle.doc

g;-_'l

My Recent
Documents

My Documents

My Computer l

€

. . i File name: Trainer_tips.doc A Save ]
Trainer_tips.doc. s .QN e :M_ — |—|E |
. |y Metworl Ave &% ypel icrozoft Word Document W LCancel

(File names can be changed
before saving)
5. Click Save button
* % Reply . Forward || & 0 || =] Action [ Delete | @ Spam

1. The Save in window
closes
2. The email redisplays

3. To access the downloaded
file, minimize the Email
application

Trainer tips attachment [~
Janet Pelliccio to you - yesterday More Details

U Trainer_tips.doc
Hello,

Aftached is the file on Trainertips.

Bestregards,
Janet

4. Click on the Minimize
button in upper right hand
corner of the screen

The next step is to open the
downloaded file by
navigating to the correct
folder

1. Locate the My Computer
icon on the Desktop

2. Double click on the My
Computer icon

err_pidl,., hslerripid3,.,  HFanag

Frinting Ad

L om B

bgit 9 Efar MyCampater  hseerr pid
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Note the C drive

1. Double click on the Local

Disk C drive

My Computer

File Edt Wiew Favorltes Tools Help
= »
\ ™) v
g ' B ,h
Search Folders Yiews Stop Hame
Address | W by Computer v| B
Harne Type Tatl Size &
System Tasks This Computer
Yisw system information E35hared Documents File Folder
T Add or remove programs Souser's Documentts File Folder
B Change a setting
| Hard ves
Other Places g Local Disk (C:) | < Local Disk 149.GE
!_.g My Metwiork Places __ Devices with Removable Storage
i My O i
2] My Docurtents L, DWD-RAM Drive (D1 D Drive

(3 Shared Documents

@ control Panel Network Drives

Navigate to the Training
Practice files folder
(scroll down)

Double click on the folder

File

Edit View Favorites Tools  Help

v B

Q . jo = (=) o
Back Search Folders Yiews Stop Home.
Name Sizz Type Date Modified
(2 Those were the days Fie Folder 12/1642009 3,25 PM
Poyr— () Tom Kihner File Folder 6/3/20109:35 AM
el (E3Training Celendar Fie Folder 2J1/2010 6:42 PM
4 e or remove (E3Training Doc Inverkory Fie Folder 1/Z842009 2,36 AM
programs (53 Training doc samples Fie Folder /232010 3:09 AM
) Search for les or (2 Training Docs Belgum Fie Folder 1{282009 2:31 AM
folders | Training quides From custom guide File Folder S/24/2010 9:07 AW
(& Traning infa File Folder 6/Z8/2010 6:05 M
File-and Folder TR (23 Training Manual Axzo Fie Folder 5/27i2010 9:03 AM
Fie Folder 5[24{2010 9:12 AM
29 Miake = new Foider <+ Fie Folder 6/282010 6:00PM
& PublshthisFoder to (S Userguidelmventory File Folder 1/8/2009 4:27 PM
the Web (E)UserguideOrderManagement Fie Folder 1/8/2009 4,27 PM
{27 Share this folder () UserguidePurchasing Fie Folder 1122000 :46 P
(Ewaac Fie Folder 6/11/2010 11:09 A
(Cweightiwiatchers Fie Folder 12/1/2008 2:27 PM
Other Places 2 (SawicT File Folder S/1L/2010 12:21 PM
IWINDOWS File Folder /282010 4:16 PM
& My Computer |5 Wonder Woman File Folder 3/26/2010 1:50 PM
(£ My Documents ()W Germany File Folder 1/13/2010 6:54 AM
() Shared Dacuments )1 1iNlavigation. doc S63KB Microsoft Word Dac...  1/7/200912:25 AM
& iy Network Places #50-02 Ship Confirm - Kesping same qu... 264KB Microsoft Word Doc..,  2/18/2009 5:10 P
0] Applicationié/#2008 Peliccin.doc 76KB Microsoft Word Doc...  1/17(2008 12:14 M
|| E)applicatian w2008, doc F2KB Microsoft Word Doc...  1/16/2008 11:29 4M
Details bar enf 132KB  EMF Image 1172010 11:55 &M

~

Files contained in the
folder will display

Double click on the
Trainer tips.doc file

Training Practice files

File Edit ‘iew Fawvorites Tools Help
Q . 5
Eiack. F d Search Falders Vigws Stop
= |
ilnddress |B C:\Training Practice Files |
. Size | Type Date Modified

File and Folder Tasks

() Make anew Falder

W Training style.dac

@ Publish this folder ko the

Web

ted Shiare this folder

26 KB  Microsoft Word Doc.,,, 6,!’28,1;2010 LR
26 KB Microsoft Word Doc,..

6/26{2010 10:
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3. The Word document will
open in the Word
application

4. View the document —
Training Tips

File has been downloaded
and saved on your computer

b | o ¢ L e B2 AR Y 1 - )| LHRead B

1 1 ! 1 2 1 3 1 4 e g ooyl 7

Training Tips

What makes a great instructor?

For years, many people that would like to starta career in contract training have asked this
question. Having seen hundreds of instructors and spent years as a software tratner and
training project manager, I have realized that there are three things that truly great instructors
have in common.
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