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Adding the youGROW Standard Letters Folder to the MS

Word ‘My Places’ Bar

Shortcuts can be added to the My Places bar for commonly used folders. This saves
time instead of having to browse to find the folder — especially when you are on a
network and have many locations and subfolders to browse for. We generally do this
with the “Letters & Campaigns” folder you use with youGROW, however, you can
add any folder to the “My Places” tab in Excel, Publisher or Access. You'll probably

find this a useful tip in other areas of your business.

For the example below, we have used Word, and the “Letters & Campaigns” folder.

1. Open MS Word.

2. From the toolbar select File | Open.

The Open window is displayed.

3. Browse to and select the folder of standard letters for which a shortcut is
required.
4.  Select Tools | Add to “My Places”.

Laok in: | £} My Documents w | O @@ X i £ - |mook~-
on
s My Recent Marne Size | Tvpe “g, seatch...
Cosients EM';.I' Videos File Falder| 7 | Delete Del
(i Deskiop [CAMYOB Data File Folder] Rename
[CT)MYOR Database File Folde _
hﬂ E:cuments [Cnelly beatys File Folder Brint
My () Mew Faolder Fil= Fu:qu:Ier| Add to "My Places"
:; Computer EPIBES Ffle Folder Map Mebwark Drive, ..
22 My Network [T Primo File Falder
- Places |C)Proposals File Falder Properties
[C2)5naglt Catalog File Folder 5T
Letkers
i Zampaigns ) Test File Folder 17,
o Letters and | | [C5) Training Motes File Folder 17,
Campaigns | | [C3)USE Drive File Folder 17,
B Test [ webEx File Folder 17,
) wouGROM Standard Letters File Falder Sl W
Letkers _ L4 >
lii'l Camps il
ile: name:; .
=) YOUSROW = | vi [ open
Standard ... | Files of type: |.ﬁ.|| Ward Documents v | Cancel

The shortcut is added to the My Places list.
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Now Right-click on the shortcut in the My Places list for a range of options.
Select “Small Icons” to enable more folders to be seen at a glance in the My
Places List.

Look in: | {52 YoUGROW v | @-3 X i EE-
o Marne Size  Type Date Modified #
My Documents || o= apmg, File Falder 171112007 3
_ {5 Adrmin File Falder 1440/ 2005 11
et File Folder 24/09(2008 4:
. File Folder AM10/2008 34
A e File Folder 17/11/2007 3
- {g)BizPro File Falder 1440/ 2005 11
‘g {2 Bretim's Consulting File Falder Ti01j2008 2: 3
My Metwork, @Business Planning File Folder 20§02{2008 11
Places [g) Campaign Letters File Folder 3f04j2008 22
. [ Cartridge World File Falder 2/06/2008 413
@_J {50 Cebit File Falder 172007 30
YOUGROW {52 CellarForee File: Folder 17/11/2007 30
— @Chateau Tanunda File Falder 17111(2007 3
7] [Erlianke File: Falder 2f10/2008 3:4
EEI—J Add'youGROW" Ly File Falder 17/11/2007 3t
C';fnt;'::;n; Remave File Folder 1/05{2008 12:
Mave Up File Folder 3f06/2008 13 v
Ej,J Mave Down | >
Proposals | Rename & |
- d 97-2003 Documents (*,doc) v |
,
[ Toss gpen

© You Grow Pty Ltd 2007 — ABN: 52 113 967 436. No parts of this document may be reproduced copied or
shared without the express consent of You Grow Pty Ltd.



