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How to Open and Save
a Workspace
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To open a workspace:

e Select File tab.

* From the ribbon, press the
Workspace button.
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* From the drop-down menu,
select Open. This will open the
Workspace library.
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» Select your saved workspace,
then press Open in the bottom
right corner of the Open a File
Window.

To save a Workspace:
« Select File tab.
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* From the ribbon, press Save.
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* From the drop down menu,
press Workspace.
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* Tap in the text box in the bottom
middle of your screen.
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* Akeyboard will pop up. You can
rename your workspace, then
press Save.
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