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If you access a certain folder or Word 2000 document frequently, try adding a shortcut to it in your Favorites folder. Not only will this allow you to open it from any Favorites menu, you can also get to it quickly in Word by selecting File, Open and clicking the Favorites button. To add a folder to the Favorites menu, select the appropriate folder, then click Tools, Add To Favorites. To add a document to Favorites, select File, Open. Navigate to the file, click on it once, and then select Tools, Add To Favorites. 
