Your Network Folder
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My Computer
Double click the My Computer icon.
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Q Inthewindow that opens up, find the network drive with your username.
Q The network drive is alocation on the server that only you have access to based on your
network account.
Q The name of the network drive should be the same as your username.
QO Double click the network drive to see the contents.
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SaveTolt! Elp

Microsoft
Word

How to Save to your network folder from a program.

Microsoft Word will be used for this example, smply because it is the most common application
from whch you may wish to save something to your network folder.

Once you have typed in your document, go to the File menu and choose Save As

Click on the drop down arrow and
find your network folder in the list
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File name: i‘ﬁ:lur Metwork Folder, doc ;i

Save as bype: I'-.-'u'-::ru:l Document (%, doc) ;i

O Find your network folder
O Make any changesto the File Name as needed
a Click the Save button.
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Microsoft
Word

How to access your network folder to open afile.
Again, we will use Microsoft Word for this example.
Go to the File menu and choose Open.

Click on the drop down arrow and
find your network folder in the list of

possible "Look in" locations.
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Find Files that match these search criteria;
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Q Findyour file

O You can ether double-click it, or click it once (to select) and then click the Open button
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