FILE TRANSFER for WINDOWS
 DEMONSTRATION
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(Note:  To begin the file transfer process, be sure to turn off "Hidden Folders")
Step 1:  Navigate to the Explorer window and select View from the main menu and then select Options.
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Step 2:  On the View tab, select Show all files then click OK.
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Step 3:  Navigate to the C:\Temp\XLT1_2_1 folder.

[image: image4.png]13 obiect(s)

(864KB (Disk free space: 2.55GE)

CATEMPAXLT M=
View Tools Help
Undo Delele salte| 4 [ml@] of X
e G| | Contntoof CATEWRWLTT 2.1
(L G ] [ Name Size | Tupe B
|— [&550m BKE  Microsolt Exce
oDir] 8] Amshatch 52KB  Microsoft Exce,
8] Amsbatch 5B Microsolt Exce
e (] amsbatchs 40KB Mictosoft Excs
L [Ecnbscn 45KB Microsolt Exce
S futerme (& Jetbetcn 2B icioso Exce
2 %8 Tt Documen|
Ques ] bt 28 Micoso Evce
v | [ sreBatch 138 Microsoft Exce v
« [ f A | f




Step 4:  Select Edit from the Explorer menu and then select Select All.
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Step 5:  Again select Edit from the Explorer menu and then select Cut.
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Step 6:  Navigate to the C:\Program Files\Microsoft Office\Templates folder.  Right click on the Templates folder and then select Paste from the pop-up menu.
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Step 7:   Open  the C:\Program Files\Microsoft Office\Templates folder by double clicking on it.
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(Note: In Windows 2000, the Office 97 Templates shortcut would be placed in the C:\Documents and Settings\username\Application Data\Microsoft\Templates\ ).
Step 8:  Select and drag and drop the Office 97 Templates shortcut to the C:\WINNIT\Profiles\username\Application Data\Microsoft\Templates folder.  To complete the file transfer process, click the close "X" button located at the upper right hand side of the Explorer window.

