Using Libraries for Quick Navigation
If you are using Save As or downloading from the Internet, you can use Libraries to quickly navigate to where you need to be
We’ll use Word as an example program here, but the Save As dialog is the same for Internet Explorer and most other programs, so applies equally to them.
In a Word document, click on the blue File tab (top left) and choose Save As. A Save dialog will open as below.
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On the left is a section headed Libraries.

Beneath this you can see four options:

· Documents

· Music

· Pictures

· Videos

Clicking once on any of these folders will take you to, respectively:

· My Documents

· My Music

· My Pictures

· My Videos

You can use this as a quick way to get back to the root of your My Documents folder when saving something. Once you click on any of these options, you can then browse through folders in the main window as you would normally.

You can also see Computer listed at the bottom; if you click on this, you can see all the shared drives currently available, if you wish to save something into the Academic or Staff drives (for example).
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Advanced tip: if you hover the mouse cursor over a folder on the left, a small, white triangle appears to the left of it: 
If you click on this white triangle, it will expand the folder to display the folders inside it. Each of these folders will have a similar white triangle if they have folders inside them; in this way, you can quickly go straight to the folder you need by expanding the folder tree.
