
TValue Online Support
Creating and Managing Folders in TValue Online Account

in Your Private ( Current) Folder



Click 
File



Click 
Save to TValue 

Online 
Account…



Click New 
Folder



Type the 
New Folder 

Name



Click 
OK



Click 
File



Click 
Save to TValue 

Online 
Account…



Double Click 
on Folder



Click the left arrow, to 
move backward through  

the data directory.



Double Click 
on Folder



Click 
Save 

Button



Click 
File



Click 
Save to TValue 

Online 
Account…



You can see 
that the 

schedule has 
been saved in  

Mock Folder 1



TValue Online Support
Creating and Managing Folders in TValue Online Account

in the Company Share Folder



Click 
File



Click 
Save to TValue 

Online 
Account…



Double Click 
Company 

Share folder



Folders can be 
created by 

clicking the New 
Folder button



To see how you 
can use folders to 

organize files, 
double-click
 Jeff’s Folder



Select Save to 
TValue Online 

Account…



Double Click 
folder



Files can be 
saved in these 

sub folders



Administrators
To set access levels to 

folders & documents for 
users, click the  in the 

Account button.



TimeValue Software
1-800-426-4741 x 217

support@timevalue.com
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