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Click on the blue, underlined text to go to its linked reference.

QUESTION: | created files in one folder, but | need to have a copy of that
same file in another folder. (One is for one church committee and the other
copy for another church committee.) Is there a way to see the folders on the
left and the files on the right like | can see in Windows Explorer?

ANSWER: Yes, and here’s how:
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3. If the file has been copied to the

deStinatiOn before, yOU’” get the “Conﬁrm :,/ This folder already contains a file named 'Sent_Folder.pdf.
FIIe Replace” WlndOW (Figure 3) Would you like to replace the existing file
You must decide whether or not to s
. e modified: Today, August 19, 2007, 1:31:14PM
replace It with this one?
| look at the first version’s listed @ s
. . /e modified: Today, August 19, 2007, 1:31:14PM
date and time. IF the second version has
a newer date, | replace it. L= Lt

Figure 3

4. To return to the “normal” view of your Eile Edit View Tools Favorites Help

files, Left-click on the same icon you © ¥ 0 X9 @y Tyge ~ & &
clicked on in Step 1.

Figure 4
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