Using Microsoft® Office Communicator 2005 The University of Akron
Lesson 2: Working with an attached file
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— | Working with an attached file \
View video

You can use Office Communicator to send and receive files. As with Outlook, certain
file types, such as executable files (.exe) and Access files (.mdb) are blocked and
cannot be sent as attachments.

In this lesson, you will learn how to:

1. Send an attached file

2. Accept or decline a file

3. Open an accepted file
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You can send and receive a variety of file types, such as documents, music or
pictures, in Communicator. The file may be sent either while in a conversation
with the person or the request to send a file can initiate a conversation.

To attach a file to a participant during a conversation:
1.

In the Conversation window, click on the arrow next to the person’s name.

- Rodehaver,Pamela K - Conversation E_|@|E|
File Edit Actions Toaols Help

& 1% Q@ O

Participants {2}

0 sem-43
e Rodehaver,Pamela K

Instant Message

TIP:

To start a
Conversation, see
page 6 of lesson 1

Rodshiaver,Pamela K [11:49 AM) &) C

Do you have afile copy of the dept roster: 5

A Font W [wlSavefs

Lask message received on 5/9/2006 ak 11:50 AM,

This shortcut menu
is displayed.

sem-43 [11:50 AM]: LA
“es, shall | send it to you?
Rodehaver,Pamela K [11:50 AM] L SendaFile..
“Yes. Can you do that now?| =1 Send E-Mail...
=1 Properties
Block,

Click on Send a file. The Send a file dialog box is displayed.

Send a File to Rodehaver Pamela K. @
Look i | () My Documents ¥ O F e @E-
ey pusic
/) (2} My Pictures

Recent (@1ray web sites
Default
) Dept List 05-01-06

My Computer

‘,‘] File name: [ v e

My Motwark  Files of type: Al Fies v [ taneel |
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3. Navigate to the location of the file and double-click on it. A sound is heard

and a message is displayed.

The person who sent the file sees this:

W Rodehaver Pamela K - Conversation |'._||.E|fg|
File Edit Actions Tools Help

The recipient of the file sees this:

=loix]

File Edit Actions Tools Help

& 2T%@lh

Participants {2)

Q sem-43
Q Rodehaver,Pamela K

AORR0)

Instant Message

sem-43 [2:33 PM]:
Yes, shall | sent it to you?
Rodehaver,Pamela K [2:33 PM]:
Yes. Can you do it now?
sem-43 [2:41 PM] sends:
7]
Dept List u&ugus (24 KB)

“Waiting For Rodehaver, Pamela K ko accept ]

& %@

Participants {2}

Q Rodehaver,Pamela K

0 Sem-43

A0 0]

Instant Message
sermn-43 [2:33 PM].
“as, shall | sentitto you?
Fodehaver Pamela K [2:33 PM]: .
Yes. Canyou do it now?
serm-43 [2:41 PM] sends:
i
Dept List 05-01-06.doc (24 KB)
| Double-click here ko start Transfer ||E|
Accept (Alt+C) Save As. (Alt+S) Decline (Alt+D)
serm-43 [2:42 P
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Cancel (Alt+3) Hereitis:
M Font 9+ [l Save st AFot  E []savess-
Last message received on 532006 at 2:33 M. Last message received on 532006 at 2:42 PM,
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Send a file to initiate a conversation:

1. In the Communicator window, right-click on the name of a Contact.

& Microsoft Office Communicator [Z”E|rg|

Connect  Contacts  View  Actions  Help
e sem-43
Busy — thinking it is Friday
E Enter name or number i
All Contacts {1/1) &
| 0 Rodehaver,Pamela K nline B |
‘3 Send an Instant Message...
&, Cal L4
=1 Send E-Mail...
[Mare L
Tag Conkack
=1 Froperties Alt+Enter
Elock
@ Rodehaver,pamela K — Online Remaove from Group Delete
edchayaakopteal Remave from Contact List Shift+Delete
Calendar: Free until 5115 PM
|—:|F ‘Warking up to Friday
@ Call - ] Details Actions *

2. From the shortcut menu that appears, trace to More and click on Send a File.

'3 Send an Instant Message...
&, cal 4

g‘g Skart Sharing. ..
-

Tag Contack i .
Skart a video Conwversation. .,

= Properties Alt+Entey_—
Block 4] SendaFie..,
Remove from Group Delete
Remaove from Contact Lisk Shift+Delete
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3. The Send a file dialog box is displayed.

Lockin | [} My Dacuments 9 o3 e E-

iy Music
D 2y Pictures

Recent (81My Web Sites

Default
5] Dept List 05-01-06
Deskiop
-
My Document s
My Computer
File name; [ v [Copen ]
MyMNetwolk  Fiesof bpe: | Al Files v [Ccancel ]

4. Navigate to the location of the file and double-click on it. A conversation
window is opened.

The sender of the file sees:

- Rodehaver,Pamela K - Conversation

File Edit Actions Tools Help

EBX

& 1%l
N

© sem-43 [S]
S

Q Rodehaver,Pamela K

v
Instant Message H

sem-43 [3:21 PM] sends:
)
Depk List 05-01-06 (24 KB}
[Waiting for Rodehaver,Pamela K to accept ][

Cancel (Alt+Q
AFont G-

] 5ave A -

The recipient sees:
File Edit Actions Tools Help

& %@ 4
e

@ Rodehaver,Pamela K [S]
,

e sem-43

-0 x|

@

Instant Message

sem-43 [2:33 Pr]: [~
YYes, shall | sent itto ywou?
Rodehaver Pamela K [2:33 Ph]
Yes. Canyou do it now?
sem-43 [2:41 Ph] sends:
=
Dept Lisk 05-01-06.doc (24 KB)
[ Double-click here Eo stark Transfer =
Accept (A+C) Save As  (Alt+3) Decline (Alt+D
sem-43 [2:42 Ph]:
Here itis:

My Font 9

<]

[ea] Save fs -

Last message received on 5/3/2008 ot 2:42 PM.

5. The recipient of the file will hear a tone, a message is displayed and a f|£lShing

icon is present on their taskbar as an alert.
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6. When the recipient clicks on the flashing icon on the taskbar, the conversation
window opens on their computer and a message about the sent file is

displayed.

=
[%ile Edt Actions Tooks Help.

& %@l

P

@ Rodehaver,Pamela K ]
@ sem-43 6] v

Instant Message =

sem-43 [3:25 PM] sends:
Depk List 05-01-06.doc (24 KB)
Dwouble-click here ba start Transfer \[‘l

Accept (Alt+C) Save As. (Alt+3) Decline (Al+0)

A Font v [l cave as -
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Exercise 2: Accept or decline an attached file

When a file is sent to you, you may accept the file or decline the file in the
Conversation window. The sender is notified of your choice.

1. The recipient of the attached file elects from the available options.

The recommended option to accept a file is Accepnt (Alt+C,
The option to decline a file is Decline {Alt+0),

Il
ﬁle Edit Actions Tools Help
£ g g U’.
& T%@ Y
@ Rodehaver,Pamela K 5]
[ @ v
Instant Message 3
sem-43 [10:44 Ab] sends
Dept List 05-01-06.doc (24 KB)
[ Double-click here ko start Transfer Im
Accept (At+C) Sawe bs. (Alt+S) Dacline (Alt+D)
A Fant t4- g E;j Save s+

Last message received on 5/10f2006 at 10:43 AM.

2. The following message may display:
i

\lj) A file iz being sent ko you in an instant message.

YWarning: Some files that contain harmful computer worms or vinises
look, &z if they are coming from someone on your contact list,

If pou were not expecting to receive thiz file, we recommend that
wou rmake sure the sender really sent it. If you have any doubts
about the file, click Cancel to reject it. To accept the file, click DK,

[ Dor't show me this message again

()4 I Cancel

3. Clickon E.
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If the file is accepted by the recipient:

The recipient of the file sees:
o/ x]

|—}|Ie Edit Actions Tools Help

& TH@ O

Participants (2)

0 Rodehaver,Pamela K

@ seme43

LOR0!

Instant Message

Dept List 05-01-06.doc (24 KB) El

Open (At+P)

[ vau have successiully received CADocuments
and Settingsirodehavitdy Docurnentsibdy
Becepved Files\Dept List 05-01-06.doc from sem-

43. Before wou open this file. we strongly L
recommend that you scan it with an antivirus
prograrn.

[<]

By Fore

] 5ave as~

Last message received on 5i3J2006 at 2:42 PM,

The sender sees:

= Rodehaver ,Pamela K - Conversation

File Edit Actions Tools Help

& T %@

Participants {2}

Q sem-43
Q Rodehaver,Pamela K

AOR0]

Instant Message

serm-43 [2:45 PM] sends
)
Depl List D5-01-06 (24 KB}
Send Complete @]

complete.

[ Transfer of "Dept List 05-01-08.doc" is

AFont i flsavens~

Last message received on 5/3/2006 at 2:33 PM.

If the file is declined by the recipient:

The recipient of the file sees:
-1l

|—:=ile Edit Actions Tools Help

& %@ Qi

Participants (2)
© Rodehaver,Pamela K &l
® sem-a3 = ’

Instant Message
Canceled B

[%You cannot receive the file "Diept List 05-01-
06.doc" from sem-43.

—
A Fort (&)~ E] Save fs T

Lask message received on 5/ 1002006 at 10:43 AM,
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The sender sees:

L] Rodehayer,Pamela K - Conversation

File Edit Actions Toaols Help

CEX

& TT@ G
i e—

@ sem-43 &3]
@ Rrodehaver,Pamela & &3]

Instant Message
Dept List 05-01-06 (24 KE)
Rodehaver,Pamela K canceled ] |

[*]

[% Cannot send "Dept List 05-01-08.doc” 1o
Rodehaver,Pamela K.

Fant -7 Save A5 T
A 97 [al

<]

Last message received on 5/10/2006 ak 10:43 AM,
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Exercise 3: Open an accepted file

1. To open the accepted file, click on its hyperlink in the Conversation
window. The hyperlink indicates the file’s name including the path. The

file is saved in this location on the recipient’s computer.
-l x]

rﬁile Edit Actions Tools Help
2 | 3 [T
& M@l

@ Rodehaver,Pamela K @
@ sem-43 &)

v

Instant Message =~
]
Dept List 05-01-06.dac (24 KB}

Open (At+P)

i

[ vou have successfully received CADocuments
and Settingsirodehaviby Docurmentsiby
Becepved Files\Dept List 05-01-06 doc from serm-
43, Before wou open this file, we strongly
recommend that you scan it with an antivirus
pragrarm.

A

The attached file’s hyperlink

<]

A Font 5 E;j Save s
\

Last message received on 5f3(2006 at 2:42 PM,

2. The application in which the file was created will open and the file is

displayed.
KI'IP: \

The McAfee
software installed
on your computer,
by default, will
scan the file for
viruses when you
request that the file

be opened.
/

Contact pstrain@uakron.edu or appsupport@uakron.edu .
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