UBA U3A — IT Special

e Where are my Documents

Welcome

This session will cover:

e Some definitions

o Typical defaults — what Microsoft does for us
e Some suggested extras of our own

e Incoming documents via emaill

* Photos from cameras
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U3A — IT Special

THE UNIVERSITY OF THE THIRD AGE

e Where are my Documents

A definition:
 Document — from “Dictionary.com”
- nNoun

1. a written or printed paper furnishing information or evidence, as a
passport, deed, bill of sale, or bill of lading; a legal or official paper.

2. any written item, as a book, article, or letter, esp. of a factual or
iInformative nature.

3. a computer data file.

This can be any kind of data file, such as letters,
spreadsheets, photos, music (and even emails)
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e Where are my Documents

Definitions: Document - Continued

So, for example, a document can be:

\ 4

e A Photo

e A Letter

e Music — or a sound

April 07 Bill Constable

Microsoft Word
Document

MP3 audio file
(mp3)

\ 4

[Tuesday, 27" February 2007 “Hatters” The Pathway|
Station Road|

Marlow|

Bucks. SL7 INN|

Tel. 01628 477 968

Dear Pat & Doug,
ust to let you know that we shall be away in Italy from lunchtime today until

late on Thursday 15" March (after midnight actually).

e have a favour to ask! Please would you be so kind as to clear up our post
levery couple of days. | enclose the keys to the house — the silver one is for
he porch entrance. If you just post the mail through the inner door so that
hey are out of sight in our hall that will be great.

[The other keys are for the inner door, should there be a need to go inside.

Of course, you are welcome to use the space in front of our garage to park
hile we are away.

IShould you need it, our mobile phone number will reach us while we are in
Italy. This is 07921 994 621. We won't always have it with us, but we will be
able to see that you have called and will be able to call back.

Many thanks,

Bill & Christine
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UBA U3A — IT Special

e Where are my Documents

Another definition:

e Folder

— A Folder is a place where your “Documents”
and other Folders are stored

— Think of this as a hierarchy like a filing
cabinet
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e Where are my Documents

 In your filing cabinet you can have:

— Documents = \@A
=7

— Folders containing Documents
— Folders containing other folders

— Folders containing documents
and other folders
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UBA U3A — IT Special

e Where are my Documents

What Microsoft does for us:

— Folders called:

« My Documents  which contains
— My Pictures
— My Music
— My Videos

are already available in your PC ... AND

Most programmes will choose these
automatically to locate and save your
documents
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UBJA

THE UNIVERSITY OF THE THIRD AGE

THE THIRD AGE TRUST

U3A — IT Special
Where are my Documents

My Documents folder

April 07

W My

File Edit Miew Fawvarites Tools  Help
o ik \ : ) h
: @Eack ) .? 7 Search ”._
Folders
@D_Esktn:up

= iU My Documents

Documents

| I Backup of TomTam GE Card
| | Backup of TomTom Western Europe Card

I Demo Folder

A=)

Folders

- Add

x Mame
| \_)Backup of TomTom GB Card

|:
i

(=2

[

L

|_Z)Backup of TomTaom Western b

IC1Demo folder
|- Docs From old PC
IC)FCD Transfers

@Mv Music

i 17 Docs From old PC
|1 FCD Transfers ) 5_‘_*ﬂr"’|':-" Pictures
[+ -j My Music 5-_;"|M';.-' Yideos
& 1) My Pictures (L Roxio
F 1) My videos [ =5t Georges Day 2007
# |3 Roxio |21 Wedding
IC3) St Georges Day 2007 | ~WRLO494, ki
) Wedding 73 Mabile Letter 2.dac 3
=t s : -
& -j My Compuker w £ ]| 3
77 objects 6,58 ME 4 My Computer

Bill Constable
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e Where are my Documents

My Documents folder

[ Internet Explorer

jjjr My Pictures

e Click on the Green “start” .. -k
8 o
Mokepad My Computer
button at the bottom left i & My Network Places
Of yo u r SC re e n ] @ Windows Media Player & ot

@. Set Program Access and
Defaults

11

F Restorer2000 Professional
|- b
T e Caonnect To

o YOU WIII then See the WlndOW UE WirusScan Console Q)ﬂelp and Support

here on the right @ sore ok

all Programs D I?!u Dell Solution Center

* S e e ) M y D O C u m e n tS” I iSte d m-| Log OFf [’E] Turn OFF Compiiker
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e Where are my Documents

Saving a Document

File Edit “iew Insert Format Tools Table ‘Window Help
e, Chrl+b ] 70% + 2| Mormal - Arial
BTl Chrl4+0

=

T
I_QI

1-|-§-|-1-|-2-|-3-|-4-|-5-|-5-|-?-|-3-|-9-
Close

E Save Ckrl+5

e Click on “File”

Save as Web Page. .. Tuesday, 27" February 2007

Mersions. ..

Wb Page Preview

Page Setup. .. |
& Prink Presiew
&P Print... Chrl+P
Dear Pat & Doug,
Send To L .
Juszt to let you knowe that we shall be sveay intaly
Properties

lste on Thursdsy 15" March (after midnight actual

° T h (14 S N
e n O n ave L F‘a.t &.Dﬂug.dac . . . W have a favour to ask! Please would vou be =0
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e Where are my Documents

Saving a new Document

e You will see a window
like this

* It has already

) stary
C OS e n t e / . gmy Mur;:s Brs @B:II taxr;?:lslﬁ -DC'I:DC

“My Documents”
folder . . .

e ...and a potential

document name

April 07

Tuesday, 27" February 2007 "Hatters" The Pathuvay
Statian Riad

Save in: |_r_i Tty Documents ﬂ @ ﬁf + Tools -

ackup of TomTom GB Card @4 Beaumont Rise.doc
[T)Backup of TomTam Western Europe Card @nbout ‘illa Constable Y4,de
) Demo Folder @B&Q.doc

I 1Docs From old PC @Bari & BRIMDISI.doc

2 My Fictures @Bolt Holes, doc
My Videos @Bus Card Bill doc
@ [_JRoxio @Bus Card Chris.doc
- )5t Georges Day 2007 @Chick&n Chips and Peas.do
JEskEs ) Wedding ] christine's christmas list 20
L ] 3 Mobile Letter 2.doc @Credit 2 MBMNA,doc
!ﬁ 13 Mobile Letter 3.doc Dad's Whiords BIE,doc
Y ] 3 Mabile Letter 4, doc Dad's Words,doc

=
3 Mobile Letter.doc @Dawns Addresses. doc

< L4
g5day.doc] ﬂ H Save |
Save as typel Ward Document (*.doc) L] Cancel
I s

7 o e
File name:
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URBA

THE UNIVERSITY OF THE THIRD AGE

THE THIRD AGE TRUST

U3A — IT Special

Where are my Documents

Saving a new Document

« If you want to save
the document in a
new folder . . .

e Just click on the
e “new folder” button

April 07

—

Save in:

Tuesday, 27" February 2007

|_r_i Tty Documents

"Hatters" The Pathvway
Station Road

j @ ﬁfvTaDl_s-—

_)Backup of TamTaom GE Card

) Demo Folder

_iDoes Fr
= Transfers

@My Tusic

ﬂMy Pictures

My Videos

_iRoxio

f'_‘]St Georges Day 2007

QWedding
3 Mobile Letter 2, doc
3 Mobile Letter 3, doc

[T)Backup of TomTam Weskern Eurg

@4 Beaurnont Rise.doc
Ej.ﬁ.bout Willa Constable Y4,
®Ba.doc

) Bari & BRINDISL. doc
BiII 4 ¥mas,doc

Bl tax 2003.doc

@Bolt Holes, doc

@Bus Card Bill. doc

@Bus Card Chris.doc
@Chick&n Chips and Peas.dao
@Christine's christmas list 20
B credic © MBS, doc
Dad's Whiords BIE,doc
Dad's Words,doc
@Dawns Addresses. doc

File name:

3
ﬂ H Save |

Save as bype! [word Document (F.doc)

Bill Constable

L] Cancel
I !
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THE THIRD AGE TRUST

U3A — IT Special

Where are my Documents

Saving a new Document

« If you want to save
the document in a
new folder . . .

e Just click on the
e “new folder” button

April 07

—

Save in:

Tuesday, 27" February 2007

|_r_i Tty Documents

"Hatters" The Pathvway
Station Road

j @ ﬁfvTaDl_s-—

_)Backup of TamTaom GE Card

) Demo Folder

_iDoes Fr
= Transfers

@My Tusic

ﬂMy Pictures

My Videos

_iRoxio

f'_‘]St Georges Day 2007

QWedding
3 Mobile Letter 2, doc
3 Mobile Letter 3, doc

[T)Backup of TomTam Weskern Eurg

@4 Beaurnont Rise.doc
Ej.ﬁ.bout Willa Constable Y4,
®Ba.doc

) Bari & BRINDISL. doc
BiII 4 ¥mas,doc

Bl tax 2003.doc

@Bolt Holes, doc

@Bus Card Bill. doc

@Bus Card Chris.doc
@Chick&n Chips and Peas.dao
@Christine's christmas list 20
B credic © MBS, doc
Dad's Whiords BIE,doc
Dad's Words,doc
@Dawns Addresses. doc

File name:

3
ﬂ H Save |

Save as bype! [word Document (F.doc)

Bill Constable

L] Cancel
I !
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THE UNIVERSITY OF THE THIRD AGE

THE THIRD AGE TRUST

U3A — IT Special
Where are my Documents

Saving a new Document

A new window will
appear

Then all you have

to do Iis Type in the

Tuesday, 27™ February 2007

"Hatters" The Pathway |

(2 [x|

Save in: ||1—_] My Documents

= @  [FEET~ 1ok -

iBackup of TomTom GE Card
| TjBackup of TomTaom Western Europe Card
() Demo Folder

i Mew Folder

Zurrent Folder;

ZA\Documents and SettingsiGilliMy Documents

name of your new
folder

April 07

Mamne: |M§.-' Demo Folder

@4 Beaumont Rise.doc

@.ﬁ.l:u:uut Yilla Constable w4.de
) Ba. dac
S IBRINDIST.doc

as,doc

003, doc

es,doc
Ehnhl d Bill.doc

d Chris.doc

Zhips and Peas.do
e's christmas lisk 20

33 Mabile Letter 2, doc
JS Mabile Letter 3,doc
3 Mobile Letter 4.daoc
3 Mobile Letter.doc
< i

] credic ¢ MBNA.dac
@Dad's Words BIG.doc
@Dad's Wards,doc
@Dawns Addresses,doc

>

File narne: 1Tuesday.duc

L] | E Save |

Save as bype! J'-.-'-.-'u:uru:l Cocument (*,doc)

Bill Constable

L] Zancel
|
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U3A — IT Special

e Where are my Documents

Why Create your own folders?

April 07

BEITO==E AR

Bill Constable

© Original Artist_ |
Feproduction rights obtainable from
www:CartoonStock.com

“Steven? - are yau in bed yet?”
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e Where are my Documents

Why Create your own folders?

e Can you work
INn a mess?

e Some can,
some can't

e Using folders is
one way of keeping
tidy

April 07 Bill Constable Slide 15



B U3A — IT Special

THE UNIVERSITY OF THE THIRD AGE

remmcemes Where are my Documents

Folder structure
® C:\Documents and Settings\Bill\My Documents\My Demo Folder D@ e

i Th i n k  Fil=  Edit Miew Faworites  Tools  Help '?
H ierarc hy! @ Back = I‘ﬁ“ P Y Saach [l Folders v St

Folders x Mame
TOp Folder @ Deskkap A |1another Dema folder
My Documents 2 {2} My Documents ~ ®pemo Document. dac
| Demo Folder For L34
[# | Docs from ald PC
nd I3 FCD Transfers
2 Level =R'w ]y Demo Folder
My DemO FOIder I Another Dema Folder
A My Music
= ._ﬂ My Pictures
3I’d Level H_-J -.'_'_'] My "tl'idE.'DS
[# ) Roxio
Another Demo Folder IC St Georges Day 2007

= I U34a Temp ‘|
< . I

2 objects _4 My Compuker
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e Where are my Documents

Email Attachments

: File Edt Miew Tools Message Help

¥ . & @& o8 = X =F .| W

Create Mail Reply Reply Al Forward Print SendiRecy Addresse

e Emall ®
att ac h me nt Folders X/|* ¥ @ From Subject
(55 Qutlook Express —> 1 [ vhconstable Test message with attachment
W g 236l Constable Cinner phokas - part 2

n Oted by g e m‘:” g 96l Constable Rie: Delivery Skatus Natification (Failure)
@ kb 54 Mail Delivery Subsystem  Delivery Status Motification (Failure)
31 Sent Tkems 8 246l Constable Re: Dinner Phaotos
(@ Deleted Irems (=1 Bill Constable Dinner Phokos
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remmcemes Where are my Documents

Email Attachments reemrmms

: NEEN Edit  view Tools  Message  Help

Mews r :; x @ 0 A9

Save A5, 'rink Delete Previous Mexk Addresses

 Open the emall

Sawve as Stationery. ..

| Move ko Folder...

! Copy to Folder... L
. @ . 7 {  Delete Message Ckrl+Dr |
e Click on “File” then chier

on “Save attac hm ents” Properties Alt-+Enter

Wiark OFfline
Close
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B U3A — IT Special

THE UNIVERSITY OF THE THIRD AGE

e Where are my Documents

Ll TN TR

IF 20047
|& - Home Atkachments To Be Saved)

[2][]]
Emall Attachments 2% svcosseon .
i

Zancel

T Browse for Folder

* Use “Browse” to Select a folder ko save atkachments into:
identify correct folder

Select Al

Browse, ..

o CIICk On “Flle” then [ My Demao Falder

on “Save attachments” éd

z : i E : ﬁ'j {_lj Roxio

godE g A3 5t Georges Day 2007

Eob b Ty U3A Temp w

[ (84 ] [ Cancel
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remmcemes Where are my Documents

Email Attachments T

Attachments To Be Saved:

@) Pat & Doug.dac (20,0 KE) Save |

* Check the correct path
IS shown

Select All |

e Click on “Save” to
save the attachment(s)
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e Where are my Documents

r'lll

D OW” IOad I n g P h OtOS Windows can perform the zame action each bime you insert

a dizk ar connect a device with thiz kind of file;

| Pictures
Wrhat do pou want Windows to do’?

e Plug in your Camera

or PhOtO memory t:ﬂ uzing Photo Printing izard A
Copy pictures to a folder on my computer.
Card @ uaiﬁgﬁliktnn ‘u-"itew E ’ o
I L= Wiew pictures on removable media

 There are many interfaces View pictures on femov

dependlng on your S WP M awigator Verd.0

camera & Software ﬁ uzing MP Mavigator Wer3.0

. 'y Open folder to view files

« | prefer the basic & |/ g wiindons Expior 3

. . /
defau It one Ilke th |S, [ ] flways do the selected action.

select & click on OK o[ ok |[ Cance

==
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:  Fil= Edit Wis Faworites

Downloading Photos [ ===

= Make a new Folder

&R Publish this Dok
the \Wis

are this Falder

* Open the folders shown 3 o comrr

I Shared Documenl ks

until you see the photo S
files

Removable Dislk (F:)
Removable Disk

File System: FAT

=]
2=

e :
: Address

1 objects O bykes “d My Computer

& F:ADCIMYTODCANON

 Now you can view them
and save them in a folder
of your choice

: File Edit Wew Favoribes  Tools  Help

@Back - -,_-_‘J) I? /.-' Search |.:.__' Folders
o T

I@ Picture Tasks

[# et pictures fram
Cammera o scanner

'F;l' Wigw as a slide shaows
& Crder prints online

L

o i S IMG_00585,IPG
) Frimt pickures

B Copy all items to €O
-

£.61 ME "¢ My Computer
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: B 7 Accessibiity .
Bill -
. . AL L @ Communicakions r
F I n d I n g Classic PhoneTools 4 @ Entertainment r
@ %r?tz?;gfgxplnra 1 el Modem-Cn-Hold * @ Microsoft Interactive Training  ®
T Dell Movie Studio kF L) Address Book
Documents e o 0
IJLI Cutlook Exg @ Ciell Ficture Studio ¢l 5 Caloulator
@ Digital Line Deteck b} B Comrmand Prompt
@ Motephd ) Games ¥l B Motepad
[P Microsaft Office Toals 3 Paint
e Open the program @ fe-roctos| = Y
5@ Microsoft YWorks k| &) Program Compatibilicy Wizard
. LN
o ; i '
WI n d OWS Exp | O rer fé} windows Media Playd I@ Mademn Helper ¥ || =8 Scanner and Camera Wizard
x h @ Real ¥ [| €9 synchronize
— b 8 T i £
Start ¥ Restorer2000 Profe @ Roxio Easy CD Creabar 5 4 @ Tour Windows XP
L+ ]
: @ Startup Y| 8§ ‘Windows Explorer
— All Proghams B see . - -
i =¥ Broadeom Advanced ContpolSwe ﬁ Windows Maovie Maker
— Accessorie < 823 _EprreTT % DVDs with Rioxio (A wordPad
. E Internet Explorer | _S_ystem Tools r
- WIndOWS EXpI U er Microsoft Access Hﬂ_ Tomega
=1 &) RealPlayer
All Programs | netseER ﬁ BT Communicator with ¥ahoo! Messe
Microsoft FrontPage '
Microsoft Cutlook, dﬁ Rk
[ e i The TelLL me Maore Collection

o

1 . :
iy Start ] §| I Google Earth
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THE UNIVERSITY OF THE THIRD AGE

THE THIRD AGE TRUST

Finding

U3A — IT Special
Where are my Documents

& My Documents

File Edit ‘Miew Fawaorites  Tools  Help
DOC u I I le ntS g bl J I? / ) search ll' Falders ' . Address
Folders X Marne X
i - |=hDemo Folder For Uza
| [C)Docs from old PC
. I Demo folder For UZa (IFCD Transfers
i C I IC k O n S e arC h [+ | Docs From ald PC :I:IM':-" DE”’!U Falder
I FCD TransFers ii_'ﬂ',M‘F' Music
# 5y My Demo Faolder :‘EBM':-" Pictures
& 2 My Music Ly Videos
# Iﬂ My Pictures :'_;_'IRC'XiD
F 123 My videos |5k Georges Day 2007
# ) Roxio — LU3A Temp
|5) 5t Georges Day 2007 () Wedding
® () U3aA Temp ] ~AWRLO494  brnp
1) Wwedding @3 Maobile Letter 2.doc
i My Computer @3 Mobile Letter 3.doc
[ "j My Netwark Places 3 Maobile Letter 4.doc
EII Recycle Bin Ehlﬂ Mrhile | &Frer . dne i
hets v £ | >
R H
77 objects 9.00 ME My Computer
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THE UNIVERSITY OF THE THIRD AGE

THE THIRD AGE TRUST

Finding

U3A — IT Special
Where are my Documents

& My Documents

File Edit ‘Miew Fawaorites  Tools  Help
DOC u I I le ntS g bl J I? / ) search ll' Falders ' . Address
Folders X Marne X
i - |=hDemo Folder For Uza
| [C)Docs from old PC
. I Demo folder For UZa (IFCD Transfers
i C I IC k O n S e arC h [+ | Docs From ald PC :I:IM':-" DE”’!U Falder
I FCD TransFers ii_'ﬂ',M‘F' Music
# 5y My Demo Faolder :‘EBM':-" Pictures
& 2 My Music Ly Videos
# Iﬂ My Pictures :'_;_'IRC'XiD
F 123 My videos |5k Georges Day 2007
# ) Roxio — LU3A Temp
|5) 5t Georges Day 2007 () Wedding
® () U3aA Temp ] ~AWRLO494  brnp
1) Wwedding @3 Maobile Letter 2.doc
i My Computer @3 Mobile Letter 3.doc
[ "j My Netwark Places 3 Maobile Letter 4.doc
EII Recycle Bin Ehlﬂ Mrhile | &Frer . dne i
hets v £ | >
R H
77 objects 9.00 ME My Computer
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e Where are my Documents

. . i My Documents |Z]|E|E|
FI n d I n g : File Edit ‘“iew Favorites Tools Help _-""!!-‘

DOC ume ntS Q= - Q@ & ‘ () Search ||| Folders | [F17]~ Address

Search Companion X Mame -~ o
e — .;. | |CiDemoa Folder for U3A
Yhat do you want to L IgDcn:s Fram "::'I'j PC 1
search for? = [ AFCD Transfers =
| usually select _ - B
Pictures, music; or video d
11 . 7 My M
All files & folders oments word = || @t
processing
spreadsheét_, etc.) II__:IM':.f Yideos
Al Files and Folders - E‘:'P‘Dxi':'
- : | |15t Georges Day 2007
omputers of people )U34 Temp
i@} Information in Help and (=) wedding

£

Suppork Center

i ~WRLO494. bmp 1
3 Mabile Lekter 2, doc

3 Mobile Letter 3.doc

3 Mobile Letter 4. doc

1= Makile | aHer. Ane f e
< - | ¢ 3l

9,00 ME o My Computer
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THE THIRD AGE TRUST

Finding
Documents

 Now you have various
choices for searching

 If you have no idea of the
name of a document you
have just lost — then try
searching by today’s date

April 07

U3A — IT Special
Where are my Documents

= My Documents

© File Edit Miew Favorites  Tools  Help
W Becl 2 .? ‘ j'h] Search ||| Folders - : Address
Search Companion x Mame -~ ix
= =0 |DiDemo Folder For U3A
Search by any or all of the IljD'IS from ald PC
criteria below. JFCD Transfers
&l ar part of the file name: E@M"‘f Defia foldar
l_i..._._._...._._.._._....__.._..__ Uﬂmlﬁ" MLisic
' iﬂM':.-‘ Pictures
A word or phrase in the File: [aMy Videos W
i |iRoxio
Bl EE;E&TDrges Dray 2007
[ | = EMp
] ' =
{23 My Dacuments | [Sywedding
'-.-\:{: Fa
When was it modified? ¥ e WELO .t !
3 Mabile Letter 2.doc
What size is it? ¥ @3 Mohile Letter 3.doc
More advanced options ¥ 3 Mol ettt ddog
@3 Mobile Letter, doc
4 Eeaumont Rise,doc
[ Back ] [ Search ] F'.I:ucuut Yilla Constable Y4, doc
[£] ad scan 12-10-03.T%T
B, dac
B B.ari & BRINDISI. dac
@Bill 4 ¥rnas.doc
B Bill £ 2003.dac .
£ ! b4
77 obiects 9,00 ME My Computsr
Bill Constable Slide 27
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e Where are my Documents

THE THIRD AGE TRUST

Weleermie Goodbye

This session will cexeT: covered

Some definitions

Typical defaults — what Microsoft does for us
Some suggested extras of our own
Incoming documents via emaill

Photos from cameras

Plus some searching hints

April 07 Bill Constable
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