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OFFICE FUNDAMENTALS

OFFICE FUNDAMENTALS
AND FILE MANAGEMENT

Taking the First Step

CASE STUDY | Rails and Trails

You are an administrative assistant for a local historical preservation project. The
project involves creating a series of trails designed for hikers, bikers, and horseback
riders. The trails generally follow the route of a historic railroad line that traversed
the northwestern corner of Kentucky from the early 1900s until it was discontinued
in 1991. The 78 miles of trails follow the original rail route, which passed through
natural hardwood forests and open meadows. Considered a major impetus of the
Kentucky Historical Preservation Society, the project has received both public and
private funding through legislative appropriations and private and federal grants.

As the administrative assistant, you are responsible for overseeing the
production of documents, spreadsheets, newspaper articles, and presentations
that will be used to increase public awareness of the Rails and Trails project. Other
clerical assistants who are familiar with Microsoft Office will prepare the promotional
materials, and you will proofread, make necessary corrections, adjust page layouts,
save and print documents, and identify appropriate templates to simplify tasks.
Your experience with Microsoft Office 2010 is limited, but you know that certain
fundamental tasks that are common to Word, Excel, and PowerPoint will help you
accomplish your oversight task. You are excited to get started on the project!

. Use Windows Explorer

2. Work with folders and files

w

From Office Fundamentals of Exploring with Microsoft® Office 2010 Volume 1, Second Edition. Robert T. Grauer,
Mary Anne Poatsy, Keith Mulbery, Michelle Hulett, Cynthia Krebs, Keith Mast. Copyright © 2013 by

. Select, copy, and move multiple files and

folders

4. |dentify common interface components
5.
6
7

Get Office Help

. Open afile

. Print a file
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. Close a file and application

9. Select and edit text
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14.
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Insert objects

Review a file

Change page settings
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Files and Folders

If you stop to consider why you use a computer, you will most likely conclude that you want
to produce some type of output. That output could be games, music, or the display of digital
photographs. Perhaps you use a computer at work to produce

Windows 7 provides tools that enable youto  reports, financial worksheets, or schedules. All of those items are
create folders and to save files in ways that . psidered computer files. Files include electronic data such as

make locating them simple.

A file is a document or item of
information that you create with
software and to which you give
a name.

A folder is a named storage
location where you can save files.

Windows Explorer is a
Windows component that can
be used to create and manage
folders.

A subfolder is a folder that is
housed within another folder.

{ Windows Explorer\:‘-*

FIGURE 1 Windows Explorer
Button »

documents, databases, slide shows, and worksheets. Even digital
photographs, music, videos, and Web pages are saved as files.

You use software to create and save files. For example, when you type a document on
a computer, you first open a word processor such as Microsoft Word. Similarly, you could
use a type of Web-authoring software to create a Web page. In order to access files later, you
must save them to a computer storage medium such as a hard drive or flash drive. And just
as you would probably organize a filing cabinet into a system of folders, you can organize
storage media by folders that you name and into which you place data files. That way, you
can easily retrieve the files later. Windows 7 provides tools that enable you to create folders
and to save files in ways that make locating them simple. In this section, you will learn to
use Windows Explorer to manage folders and files.

Using Windows Explorer

Windows Explorer is a component that can be used to create and manage folders. The sole
purpose of a computer folder is to provide a labeled storage location for related files so that
you can easily organize and retrieve items. A folder structure can occur across several levels,
so you can create folders within other folders (called subfolders), arranged according to pur-
pose. Windows 7 introduces the concept of libraries, which are folders that gather files from
different locations and display the files as if they were all saved in a single folder, regard-
less of where they are physically stored. Using Windows Explorer, you can manage folders,
work with libraries, and view favorites (areas or folders that are frequently accessed).

Understand and Customize the Interface

To open Windows Explorer, click Windows Explorer on the taskbar as shown in Figure 1.
You can also right-click the Start button and click Open Windows Explorer. Figure 2 shows
the Windows Explorer interface containing several areas. Some of those areas are described
in Table 1.

Office Fundamentals and File Management
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TABLE1 Windows Explorer Interface

Navigation Pane

The Navigation Pane contains five areas: Favorites, Libraries, Homegroup, Computer, and Network.
Click an item in the Navigation Pane to display contents and to manage files that are housed within a
selected folder.

Back and Forward
Buttons

Use these buttons to visit previously opened folders or libraries.

Toolbar The Toolbar includes buttons that are relevant to the currently selected item. If you are working with a
music file, the toolbar buttons might include one for burning to a CD, whereas if you have selected a
document, the toolbar would enable you to open or share the file.

Address Bar The Address bar enables you to navigate to other folders or libraries.

Content Pane

The Content pane shows the contents of the currently selected folder or library.

Search Box Find files and folders by typing descriptive text in the Search box. Windows immediately begins a
search after you type the first character, further narrowing results as you type.
Details Pane The Details pane shows properties that are associated with a selected file. Common properties

include information such as the author name and the date the file was last modified.

Preview Pane

The Preview pane provides a snapshot of a selected file's contents. You can see file contents before
actually opening the file. The Preview pane does not show the contents of a selected folder.

As you work with Windows Explorer, you might find that the view is not how you would
like it. The file and folder icons might be too small for ease of identification, or you might
want additional details about displayed files and folders. Modifying the view is easy. To make
icons larger or to provide additional detail, click the Change your view arrow (see Figure 2),
and select from the views provided. If you want additional detail, such as file type and size,
click Details. You can also change the size of icons by selecting Small, Medium, Large, or
Extra Large icons. The List view shows the file names without added detail, whereas Tiles and
Content views are useful to show file thumbnails (small pictures describing file contents) and
varying levels of detail regarding file locations. To show or hide Windows Explorer panes,
click Organize (on the Toolbar), point to Layout, and then select the pane to hide or show.
You can widen or narrow panes by dragging a border when the mouse changes to a dou-
ble-headed arrow. When you click Show or hide the Preview pane, you toggle—or change
between—views. If the Preview pane is not shown, clicking the button shows the pane. Con-
versely, if the pane is already open, clicking the button will hide it.

Office Fundamentals and File Management



Displaying the Windows Explorer Menu Bar

If you are comfortable with the menu bar that was included with previous Windows versions,
you can display it in Windows 7. In the Windows Explorer window, click Organize. Point to
Layout, and then click Menu bar. Following the same steps, you can remove a menu that is
displayed.

Work with Groups on the Navigation Pane

The Navigation Pane is located ~ The Navigation Pane provides ready access to computer resources, folders, files, and
on the left side of the Windows  networked peripherals. It is divided into five areas: Favorites, Libraries, Homegroup, Com-
Explorer window, providing puter, and Network. In Figure 3, the currently selected area is Libraries. Each of those

a s to Favorites, Libraries, y R y
esess o Favorites; Libraries components provides a unique way to organize contents.
Homegroup, Computer, and

Network areas.

= =y v » Libane v | g I Semmo v »
Favorites g Mewbtren R
‘ @ i Favomes Libiaries
Public
= See g s [T
( Libraries )|
= |y
M
i x = Pt
| Homegroup — B L
——— & rembgese
Compu}e} 1oy o
Network -
FIGURE 3 Navigation Pane » o
Earlier, we used the analogy of computer folders to folders in a filing cabinet. Just as
you would title folders in a filing cabinet according to their contents, computer folders are
also titled according to content. Folders are physically located on storage media such as a
A library is an organization hard drive or flash drive. You can also organize folders into libraries, which are collections
method that collects files from of files from different locations that are displayed as single units. For example, the Pictures

different locations and displays

: library includes files from the Pictures folder and from the Public Pictures folder, both of
them as one unit.

which are physically housed on the hard drive. Although the library content comes from
two separate folders, contents are displayed as a unit.

Windows 7 includes several libraries that include default folders or devices. For exam-
ple, the Documents library includes the My Documents and Public Documents folders, but
you can add other folders if you wish so that they are also housed within the Documents
library. To add a folder to a library, right-click the folder, and then point to Include in
library. Then select a library, or select Create new library and create a new one. To remove
a folder from a library, open Windows Explorer, and then click the library from which you
want to remove the folder. In the Library pane shown at the right side of the Windows
Explorer window, click the locations link (next to the word Includes). The link will indicate
the number of physical locations in which the folders are housed. For example, if folders in
the Pictures library are drawn from two locations, the link will read 2 locations. Click the
folder that you want to remove, click Remove, and then click OK.

The Computer area provides access to specific storage locations, such as a hard drive,
CD/DVD, and removable media (including a flash drive). Files and folders housed on those

Office Fundamentals and File Management



storage media are accessible when you click Computer. For example, click drive C, shown
under Computer in the Navigation Pane, to view its contents in the Content pane on the
right. If you simply want to see the subfolders of the hard drive, click the arrow to the left
of drive C to expand the view, showing all subfolders. Click the arrow again to collapse the
view, removing subfolder detail. It is important to understand that clicking the arrow (as
opposed to clicking the folder or area name) does not actually select an area or folder. It
merely displays additional levels contained within the area. Clicking the folder or area, how-
ever, does select the item. Figure 4 illustrates the difference between clicking the area in the
Navigation Pane and clicking the arrow to the left.

1% » Computer » « | 45 § Seanh Covpote )
Cogtnge = Systempropetes  Unewtad o change sprognm  Map teteark drive  Open Catral Panel =+ 1@
4 o Foventes 4 Hard Cusk Birives (2

& Recentty Changed o5y RECOVERY (0
W Doy =

g Libraties
¥ Documents
o) Mude

- Pt

B veees

Clicking a link or folder name | o torryrep

| selects an area and shows | compue
content in the right pane ——

. UMERC wrorgrous: WORKGRAR Memaey: 420 GB
Fratrastn, AMD Tusenm) X2 £u.

3 ¢ Liranes » [ 5y [ Semom i 3

g = New Dty &~ 1 @

Favornes Litiraries

B Recomly Changed ¢

v Documents o L2032
J Music -t 10072009123
= = [ Puctures ded UTT720001 22
?E::“" ! Videos 100702008
B
Clicking this arrow expands | Sjtunsions
‘ content beneath a link |—-«* com
without selecting an area g
) - -
FIGURE 4 Using the s e
Navigation Pane » %

Click the drive in the Navigation Pane (or double-click the drive in the Content pane).
Continue navigating through the folder structure until you find the folder that you seek.
Double-click the folder (in the Content pane) or single-click the folder (in the Navigation
Pane) to view its contents.

The Favorites area contains frequently accessed folders and recent searches. You can drag a
folder, a saved search, a library, or a disk drive to the Favorites area. To remove a favorite, simply
right-click the favorite, and then click Remove. You cannot add files or Web sites as favorites.

Office Fundamentals and File Management
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" Click here to create |

a new folder

FIGURE 5 Create a New
Folder »

Homegroup is a Windows 7 feature that enables you to share resources on a home net-
work. You can easily share music, pictures, videos, and libraries with other people in your home
through a homegroup. It is password protected, so you do not have to worry about privacy.

Windows 7 makes creating a home network easy, sharing access to the Internet and
peripheral devices such as printers and scanners. The Network area provides quick access to
those devices, enabling you to see the contents of network computers.

Working with Folders and Files

As you work with software to create a file, such as when you type a report using Microsoft
Word, your primary concern will be saving the file so that you can retrieve it later if neces-
sary. If you have created an appropriate and well-named folder structure, you can save the
file in a location that is easy to find later.

Create a Folder

You can create a folder a couple of different ways. You can use Windows Explorer to create
a folder structure, providing appropriate names and placing the folders in a well-organized
hierarchy. You can also create a folder from within a software application at the time that
you need it. Although it would be wonderful to always plan ahead, most often you will find
the need for a folder at the same time that you have created a file. The two methods of creat-
ing a folder are described below.

Suppose you are beginning a new college semester and are taking four classes. To orga-
nize your assignments, you plan to create four folders on a flash drive, one for each class.
After connecting the flash drive and closing any subsequent dialog box (unless the dialog
box is warning of a problem with the drive), open Windows Explorer. Click Computer in
the Navigation Pane. Click the removable (flash) drive in the Navigation Pane, or double-
click it in the Content pane. You can also create a folder on the hard drive in the same
manner, clicking drive C instead of the removable drive. Click New folder on the Toolbar.
Type the new folder name, such as English 101, and press Enter. Repeat the process for the
other three classes.

Undoubtedly, you will occasionally find that you have just created a file but have no
appropriate folder in which to save the file. You might have just finished the slide show for
your speech class but have forgotten first to create a speech folder for your assignments.
Now what do you do? As you save the file, a process that is discussed later in this chapter,
you can click New folder shown in Figure 5. Type the new folder name, and then press
Enter. After indicating the file name, click Save.

Sove 5
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Working with the Address Bar

As you manage folders and work with files in Windows Explorer, keep a close eye on the Ad-
dress bar (shown in Figure 2). It will always inform you of the current drive or folder, which is a
very important detail. For example, if you have created a folder titled Summer Semester, and
you want to create a subfolder for each class that you plan to take during the semester, you
will want to be sure the Summer Semester folder is selected before creating the subfolders. If
the Address bar does not show the correct folder, you should select the correct folder in the

Navigation Pane before proceeding.
. /

Open, Rename, and Delete Folders and Files

You have learned that folders can be created in Windows Explorer but that files must be
created in other ways, such as within a software package. Although Windows Explorer can-
not create files, you can use it to open, rename, and delete files just as you use it for folders.

Using the Navigation Pane, you can locate and select a folder containing a file that you
want to open. For example, you will want to open the speech slide show so that you can
practice before giving the presentation to the class. Open Windows Explorer, and navigate
to the speech folder on your removable drive (flash drive). The file will display in the right
pane. Double-click the file. The program that is associated with the file will open the file.
For example, if you used PowerPoint to create the slide show, then PowerPoint will open
the file. To open a folder and display the contents, just single-click the folder in the Naviga-
tion Pane or double-click it in the Content pane.

At times, you may find a more suitable name for a file or folder than the one that you
originally gave it. Or perhaps you made a typographical mistake when you entered the
name. In these situations, you should rename the file or folder. In Windows Explorer, move
through the folder structure to find the folder or file. Right-click the name, and then click
Rename. Type the new name, and then press Enter. You can also rename an item when you
click the name twice, but much more slowly than a double-click. Type the new name, and
then press Enter. Finally, you can click a file or folder once to select it, click Organize, click
Rename, type the new name, and then press Enter.

Renaming Several Files at Once

Suppose you are collecting digital photos that you took during a recent trip to Las Vegas. The
camera gives the photo files very cryptic names, so you want to give them names that will
identify them as Las Vegas photos. You can rename all the files at once. In Windows Explorer,
select all of the files. To do so, click the first file, hold down Shift, and then click the last file in
the list. Right-click any selected file, click Rename, and then type a new name—perhaps Las
Vegas. Press Enter. All files will be saved with the new name and a different sequential num-
ber. Your photos will be named Las Vegas (1), Las Vegas (2), and so forth.

g J

[t is much easier to delete a folder or file than it is to recover it if you remove it by mis-
take. Therefore, be very careful when deleting items so that you are sure of your intentions
before proceeding. When you delete a folder, all subfolders and all files within the folder are
also removed. If you are certain you want to remove a folder or file, the process is simple.
Right-click the item, click Delete, and then click Yes if asked to confirm removal to the
Recycle Bin. Items are only placed in the Recycle Bin if you are deleting them from a hard
drive. Files and folders deleted from a removable storage medium, such as a flash drive, are
permanently deleted, with no easy method of retrieval. You can also delete an item (file or
folder) when you click to select the item, click Organize, and then click Delete.

Office Fundamentals and File Management



Save a File

As you create or modify a project such as a document, presentation, or worksheet, your
work is placed in RAM, which is the computer's temporary memory. When you shut down
the computer or inadvertently lose electrical power, the contents of RAM are erased. Even
with a loss of electrical power, however, RAM on a laptop will not be erased until the bat-
tery runs down. Because you will most likely want to continue the project at another time or
keep it for later reference, you need to save it to a storage medium such as a hard drive, CD,
or flash drive. When you save a file, you will be working within a software package. There-
fore, you must follow the procedure dictated by that software to save the file. Thankfully,
most software requires that you save files in a similar fashion, so you can usually find your
way through the process fairly quickly.

The first time that you save a file, you must indicate where the file should be saved, and
you must assign a file name. Of course, you will want to save the file in an appropriately
named folder so that you can find it easily later. Thereafter, you can quickly save the file
with the same settings, or you can change one or more of those settings, perhaps saving the
file to a different storage device as a backup copy. Figure 6 shows a typical Save As dialog
box that enables you to confirm or change settings before finally saving the file.

" Folder or drive fo |

o [y B SonvtSneng Someeze 2
'\ which to save | -
R L T | s

~ File nome\‘% = ————— ~
o ., —== =
Sove xs type | Wond Document = ~77 ‘, S o, . ;':
“ahoee Lyt Togs At pbey
) o HidaFokias teos - [om ] [t ]
FIGURE 6 Save a File »

Selecting, Copying, and Moving
Multiple Files and Folders

You will want to select folders and files when you need to rename, delete, copy, or paste
them, or open files and folders so that you can view the contents. Single-click a file or folder
to select it; double-click a file or folder (in the Content pane) to open it. To apply an operation
to several files at once, such as deleting or moving them, you will want to select all of them.

Select Multiple Files and Folders

You can select several files and folders, regardless of whether they are adjacent to each other
in the file list. Suppose that your digital pictures are contained in the Pictures folder. You
might want to delete some of the pictures because you want to clear up some hard drive
space. To select pictures in the Pictures folder, open Windows Explorer, and then click the
Pictures library. Locate the desired pictures in the Content pane. To select the adjacent pic-
tures, select the first picture, press and hold Shift, and then click the last picture. All pictures
will be highlighted, indicating that they are selected. At that point, you can delete, copy,
move, or rename the selected pictures.

If the files or folders to be selected are not adjacent, click the first item. Press and hold
Ctrl while you click all files or folders, releasing Ctrl only when you have finished.

To select all items in a folder or disk, use Windows Explorer to navigate to the desired
folder. Open the folder, press and hold Ctrl, and press A on the keyboard. You can also click
Organize, and then Select All to select all items.

Office Fundamentals and File Management
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FIGURE 7 Use Check Boxes
to Select Items >

A backup is a copy of a file,
usually on another storage
medium.

Quick
Concepts
Check

Using a Check Box to Select ltems

In Windows 7, it is easy to make multiple selections, even if the items are not adjacent. Open
Windows Explorer, and then change the view to Details. Click Organize, and then select
Folder and search options. The Folder Options dialog box opens. Click the View tab, scroll
down in the Advanced settings box, click Use check boxes to select items (see Figure 7), and
then click OK. As you move the mouse pointer along the left side of files and folders, a check
box appears. Click in the check box to select the file. If you want to quickly select all items in

the folder, click the check box that appears in the Name column.
. J

Copy and Move Files and Folders

When you copy or move a folder, you move both the folder and any files that it contains.
You can move or copy a folder or file to another location on the same drive or to another
drive. If your purpose is to make a backup copy of an important file or folder, you will prob-
ably want to copy it to another drive.

To move or copy an item in Windows Explorer, select the item. If you want to copy or
move multiple items, follow the directions in the previous section to select them all at once.
Right-click the item(s), and select either Cut or Copy on the shortcut menu. In the Naviga-
tion Pane, locate the destination drive or folder, right-click the destination drive or folder,
and then click Paste.

1. The Navigation Pane in Windows Explorer contains five major areas. Name and briefly
describe each area.

2. Ifthe Preview pane is open, it shows the contents of a selected file. When might it be helpful
to see a file preview and when might it not be beneficial?

3. Alibrary is not actually a folder, although it does help organize files. How does a library differ
from a folder?

4. After creating a file, such as a Word document, you will most likely want to save it. However,
as you begin to save the file, you realize that you have not yet created a folder in which to place
the file. Is it possible to create a folder as you are saving the file? If so, how?

5. You want to delete several files, but the files are not consecutively listed in Windows Explorer.
How would you select and delete them? What should you consider when deleting files or fold-
ers from a removable storage medium such as a flash drive?

Office Fundamentals and File Management



1 Files and Folders

You will soon begin to collect files from volunteers who are preparing promotional and record-keeping material for the Rails and
Trails project. It is important that you save the files in appropriately named folders so that you can easily access them later. There-
fore, you plan to create folders. You can create folders on a flash drive or a hard drive. You will select the drive on which you plan
to save your student files. As you create a short document, you will save it in one of the folders. You will then make a backup copy
of the folder structure, including all files, so that you do not run the risk of losing the material if the drive is damaged or misplaced.

Skills covered: Create Folders and Subfolders ¢ Create and Save a File ® Rename and Delete a Folder ® Open and Copy a File

CREATE FOLDERS AND SUBFOLDERS

You decide to create a folder titled Rails and Trails Project, and then subdivide it into subfolders that
will help categorize the project files. Refer to Figure 8 as you complete Step 1.
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a. Insert your flash drive (if you are using a flash drive for your student files), and close
any dialog box that opens (unless it is informing you of a problem with the drive). Click
Windows Explorer on the taskbar. Click Show the preview pane unless the Preview pane is
already displayed.

The removable drive shown in Figure 8 is titled UDISK 20X (F:), describing the drive
manufacturer and the drive letter. Your removable drive will be designated in a different
manner, perhaps also identified by manufacturer. The drive letter identifying your flash drive
is likely to be different because the configuration of disk drives on your computer is unique.

TROUBLESHOOTING: If you do not have a flash drive, you can use the hard drive. In the next h
step, simply click drive C in the Navigation Pane instead of the removable drive.

b. Click the removable drive in the Navigation Pane (or click drive C if you are using the hard
drive). Click New folder on the Toolbar, type Rails and Trails Project, and then press Enter.

You create a folder where you can organize subfolders and files for the Rails and Trails
project.

Office Fundamentals and File Management
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TROUBLESHOOTING: If the folder you create is called New folder instead of Rails and Trails
Project, you probably clicked away from the folder before typing the name, so that it received
the default name. To rename it, right-click the folder, click Rename, type the correct name, and
then press Enter.

g.

Double-click Rails and Trails Project in the Content pane (middle pane). The Address bar
should show that it is the currently selected folder. Click New folder, type Promotional,
and then press Enter,

You decide to create subfolders of the Rails and Trails Project folder to contain promotional
material, presentations, and office records. You create three subfolders, appropriately
named.

. Check the Address bar to make sure Rails and Trails Project is still the current folder. Click

New folder, type Presentations, and then press Enter.
Click New folder, type Office Records, and then press Enter.

Double-click Promotional in the middle pane. Click New folder, type Form Letters, and
then press Enter. Click New folder, type Flyers, and then press Enter.

To subdivide the promotional material further, you create two subfolders, one to hold form
letters and one to contain flyers. Your screen should appear as in Figure 8.

Close Windows Explorer.

11344 CREATE AND SAVE A FILE

As the project gears up, you assign volunteers to take care of certain tasks. After creating an
Excel worksheet listing those responsibilities, you will save it in the Office Records folder. Refer to
Figure 9 as you complete Step 2.

FIGURE 9 Volunteers
Worksheet »

Click the Start button, and then point to All Programs. Scroll down the program list, if
necessary, and then click Microsoft Office. Click Microsoft Excel 2010.

You use Microsoft Excel to create the volunteers worksheet.
Type Rails and Trails Assignments in cell Al. Press Enter twice.
Your cursor will be in cell A3.

Type Category. Press Tab to move the cursor one cell to the right, and then type Volunteer.
Press Enter. Complete the remaining cells of the worksheet as shown in Figure 9.

TROUBLESHOOTING: If you make a mistake, click in the cell and retype the entry. )

Click the File tab (in the top-left corner of the Excel window). Click Save.

The Save As dialog box displays. The Save As dialog box is where you determine the location, file
name, and file type of any document. You can also create a new folder in the Save As dialog box.
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e.

Scroll down if necessary, and then click Computer in the left pane. In the Content pane,
double-click the drive where you will save the file. Double-click Rails and Trails Project
in the Content pane. Double-click Office Records. Click in the File name box. Type
folhlvolunteers_LastnameFirstname in the file name box, replacing LastnameFirstname
with your own last name and first name. Click Save.

The file is now saved as f0l1hlvolunteers_LastnameFirstname. You can check the title bar of
the workbook to confirm the file has been saved with the correct name.

Click the Close button in the top-right corner of the Excel window to close Excel.

TROUBLESHOOTING: If you click the lower X instead of the one in the top-right corner, the )
current Excel worksheet will close, but Excel will remain open. In that case, click the remaining
X to close Excel.

The Volunteers workbook is saved in the Office Records subfolder of the Rails and Trails
Project folder.

1153 RENAME AND DELETE A FOLDER

As often happens, you find that the folder structure is not exactly what you need. You will remove the
Flyers folder and the Form Letters folder and will rename the Promotional folder to better describe
the contents. Refer to Figure 10 as you complete Step 3.

FIGURE 10 Rails and Trails
Project Folder Structure »
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a.

Right-click the Start button. Click Open Windows Explorer. Click the disk drive where
you save your files (under Computer in the Navigation Pane). Double-click Rails and Trails
Project in the Content pane.

Click the Promotional folder to select it.

TROUBLESHOOTING: If you double-click the folder instead of using a single-click, the folder
will open and you will see its title in the Address bar. To return to the correct view, click Rails
and Trails Project in the Address bar.

Click Organize, click Rename, type Promotional Print, and then press Enter.

Since the folder will be used to organize all of the printed promotional material, you decide
to rename the folder to better reflect the contents.
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