Managing Files

Sorting by File Type

= From the Filter content drop-down list, select the type of content you want to display
and click the Go icon. Only content of the specified type is listed.

Creating Folders

= To create a folder:

1. Click Create Folder. A pop-up screen appears.
2. Enter a Title for the folder and click OK.

Using the ActionLinks Menu to Manage Files
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= To rename a file:

1. Locate the file and, from its ActionLinks menu, click Rename. The Rename pop-
up screen appears.

2. Enter a new file name and click OK.
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= To preview a file, locate the file and, from its ActionLinks menu, click Preview. A new

screen appears, with a preview of the file.

= To copy or move a file to a different folder:
1. Locate the file and, from its ActionLinks menu, click Copy or Move. The Browse

for Location screen appears.
2. Select the location and click OK.
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= To download a file to your local computer:
1. Locate the file and, from its ActionLinks menu, click Download. The File

Download pop-up screen appears.
2. Click Save and select the location where you want to save the file.
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