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GENERAL INFORMATION
This sheet is designed to be an aid to you in changing and moving your default file location from your c:drive to your p:drive (a backed up network location). This sheet covers many of the basic settings with default file location.  If you have any additional questions or require further information, please visit the Microsoft Website at http://www.microsoft.com or contact the IT Help Desk at x7-5454.
Microsoft Word
Set the default save location in Microsoft Word by left clicking on the Tools menu that appears towards the top of the screen.  Select Options, a new window should appear now.  Please select the File Location tab in the new window.  Under this selection you should find file types, please make sure that Documents is selected, click Modify.  You now want to browse the computer and select a location to save.  Please select the p:\drive to save it to.  Click on the drop down menus arrow and select the drive labeled p: and the folder you wish to save in.  Click Ok, this will now be the default save and open location for Microsoft Word.  
Microsoft Excel
Set the default save location in Microsoft Excel by left clicking on the Tools menu and selecting Options.  In the new window please click on the General tab, there should be a selection labeled Default File Location, in this setting you must type in P:/ . Click Ok, this is now the default location for your Excel files.
Microsoft PowerPoint
Set the default save location in Microsoft PowerPoint by left clicking on the Tools menu and selecting Options.  In the new window please click on the Save tab, there should be a selection labeled Default File Location, in this setting you must type in P:/ .  Click Ok, this is now the default location for your PowerPoint files
Microsoft Publisher
Set the default save location in Microsoft Publisher by left clicking on the Tools menu and selecting Options.  In the new window please click on the General tab, there should be a selection labeled Default File Location, in this setting please select what file type will be modified.  Once Publications is selected click Modify. Please select the p:\drive to save it to.  Click on the drop down menus arrow and select the drive labeled p: and the folder you wish to save in.  This is now the default folder for Publisher files.  
Microsoft Access
Set the default save location in Microsoft Access by left clicking on the Tools menu and selecting Options.  In the new window please click on the General tab, there should be a selection labeled Default File Location, in this setting you must type in P:/ .  Click Ok, this is now the default location or your access files.  

Transfer

Double Click the My Computer icon on the desktop or right-click on the start button and select explore.  In the window that appears browse and find My Documents.  Right-click on the My Documents folder and select Copy. Now browse and select the P drive.  Right click in the window and select Paste.  Note that not all Microsoft office programs save to this location; therefore, it is suggested to write down the previous location during the process outlined in this guide.  This will allow you to easily locate them.    
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