Section Editor Workbook Chapter 2

Tools & Apps Tab
How Do I Access and Manage My Files & Folders?

Each section has access to its own Files & Folders where documents and images can be stored. Access to your
Files & Folders is available from your Tools tab. Once there, click on Files & Folders.
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Manage and edit the apps in your workspace File Name Size (bytes)  Modified Actions
A_Book_in_a_Bag.doc 70656 102422010 10:10:58 AM | Move | More ¥
DesertRose.mp3 255412 1012372010 11:25:21 AM | Move | Hore ¥

B  kids reading.jpg 96141 10232010 11:31:06 AM | Move | Hore ¥

KitasBodk:Repostidoc 32768 10242010 9:48:23 A | Move || lore v

* Documents and images are automatically saved in Files & Folders when inserted from your computer or
network using one of the Insert wizards. They will not, however be saved in a particular folder.

* Folders and sub-folders can be created to help organize your files and images.
* You are able to upload files using the Upload button.

* The URL for any file or image can be located by clicking on the More button that appears to the right of the
file, then choosing Get Link.

* Folders and files can be renamed by clicking on the More button that appears to the right of the file, then
choosing Rename.

* When working in a folder or subfolder, you can move up a level by clicking on the folder icon at the right of
the list of files and folders.
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