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HOW TO DELETE UNWANTED FILES FROM WITHIN WORD


Many people have asked me how they can easily get rid of those old, unwanted Word files.  Well…here it is, the “down & dirty” way:
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Open Word on your computer.
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Click on FILE, OPEN (or click on the yellow “open” file folder icon).

3. Open the location where your unwanted files are.

4. RIGHT click once on the name of the file you want to delete.

5. You will see a menu appear – LEFT click once on the DELETE line.


6.  You will get a message asking you, “Are you sure you    want to delete? “ with the name of the file.

7.  If you are sure you want to delete the file (check the name to make sure you are deleting the correct file!!), click on YES.

8. If you have chosen the wrong file, click NO and try it again.

9. Repeat the process for any other unwanted files.

10. Be careful … once you have deleted the file, you can NOT get it back!

Reference Library Update
I now have the following additions to check-out materials from my office:

· Step by Step Microsoft Excel 97, a self-study kit (2 copies)

· Step by Step Microsoft Word 97,  a self-study kit (2 copies)

· Internet Guide: laminated fold-out reference (2 copies)

· PowerPoint97 Guide: laminated fold-out reference (4 copies)

Happy computing . . . the ‘Puter Lady

*Jan
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