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. _ Quick Reference Card
Adding a Local Folder to Favorites

Have you ever wished you could access your local My Documents folder or other local folder more easily and quickly
when inserting hyperlinks or moving documents to your SureClose Placeholders in AIM+? You can!

Just follow the simple steps below to add the folder to your Favorites for quick and easy access:
Steps
1. From the AIM+ Desktop, click the Folders shortcut (to the right of the Start button) to open Windows Explorer.
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Or click the Start button and select Documents.

2. Click the Plus Sign (+) next to your local C: drive [C$ (\Client) (V:))].

3. Drill down to your My Documents folder (or the folder of your choice).
# My Documents
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| ActMask IE_H ChatLog Developing your Metwork 2019_01_...  1/9/2019 12:00 FM Rich Text Format 1KB
| CFPB IE_H Chatlog Managing your Career 2019_01 08 ... 1/3/2019 1:51FPM Rich Text Format KB
. docs 8 ChatLog Maximizing yeur LinkedIn profie 201,  1/8/2019 11:46 AM Rich Text Farmat 3KB
b EFData | debug 2/15/2019 7:50 AM Text Document 9KB
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| Program Files
. Program Files (x88)
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4. Using the scroll bar in the left pane, scroll to the top until you see Favorites. Right-click on Favorites and select
Add current location to Favorites.

g My Documents

G( ;Jv| | = Computer -~ C§ (\\Client) (V:) = Users ~ HCROOQK - My Documents -

Organize +  Mew folder

M Name *

Collapse
Bl Desktc | Custom Office Templates
Sort by name

& Downl | OneMote Motebooks
%l Recen  Restore favarite links

Cpen in new window

. . ) ChatLog Managing your Career 2019
(=l =l Libraries | Add current location to Favorites j

-] Documents ] chatLog Maximizing your LinkedIn pr
J"- Music

jChatLu:ug Developing your Metwork 20
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5. Now you will see My Documents listed under Favorites.

[51 30 Favarites
Bl Desktop
4. Downloads
5| Recent Places

| My Documents

@ Note

You can also drag folders from the right pane and drop under Favorites in the left pane.

B Cs (\\Client) (v:)
@( )9 '15' = Computer = CS (\\Client) (v:) ~
Organize * - Open  Mew folder
515 Favorites Mame = Date modified Type Size
Bl Desktop | &8Arkhamgs 12/20/2017 9:456 AM  File folder
& Downloads | _SMETaskSequence 3/17/20188:12AM  File folder
15l Recent Pl
i Recent tiaces | ActMask 12/11/20178:13PM  File folder
| My Documents
| CFPB 7/11/2017 11:24PM File folder
, docs
12/26/2017 1:52 FM File folder
=15 Libraries | EFData 12/26/2017 1:52 FM File folder
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