Organising your ‘MyWork’ Area

1. Using FOLDERS and SUBFOLDERS to organise information
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Remember that you can do the SAME thing
in each folder to create ‘subfolders’

2. Using the View Features to Organise and find Information
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3. Using the Go Features to Organise and find Information

The GO option will allow you to go BACK or UP a level. This is especially helpful once you
start using FOLDERS and SUBFOLDERS.



