
Sorting allows you to list files by
name, size, date last saved, or 
file type. This makes it easier to 
locate specific files.

1. Click File menu, Open, or click
here.<CTm>Open<E>

2. To view more information 
about your files, click the 
Details 
button.<CTp>details<E
>

Sort the items by name, size, 
date, or type, by clicking the 
appropriate button on the bar 
above the list of files.
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