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I often hear people say that they have so many documents saved in their computer in so many different folders, that it’s hard to locate a specific document. They can’t remember where they saved it. If you have found yourself in this situation, these tips might help.
To find a Word document on your computer, you need to know some information about it. Newer Windows systems have better searching capabilities than in the past, but you still need to know the document title or a few key words. Alternatively, you might just open File Explorer and start looking through folders for a logical location. Besides being time-consuming, often this approach does not locate the file you want.  

Every computer file has a “file path,” or the specific address where the file is located. An example of a path is C:\Users\Nancy\Documents\Recipes\Carrot Cake, which can be read this way: the Carrot Cake recipe is stored in a folder called Recipes, which is stored in my Documents folder in the Nancy folder, in the Users section of my hard drive or C.
Ideally, each of our documents should contain file path information to help us locate it. I find the footer as the most convenient place to put a file path. It is out of the main document area and is always visible when the document is open. And it’s easy to add a File Path to a footer. 
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Open an already saved document which does not have a footer. Double click in the footer area at the very bottom of the document, which opens the Header & Footer Tools Design tab. Click that tab, and, In the Insert group, click Document Info. The menu shows the kind of information you can include in the footer. (see Fig. 1) Choosing File Name might be sufficient if you only have a few documents, but if you have a large number, choose File Path, which will put the entire path of the document’s location in the footer. Then, if you keep a printed copy of the document, you’ll always be able to find it again.

But what if later you change the location of a document? The path will not change automatically when you save it in another place until you click Print, which acts as Print Preview in later versions of Office. If you don’t want to print the document at this time, click Save and return to the document. You’ll find the path has been updated.
If you don’t want the long file path at the bottom of a document, but still want to see its exact location when it is open, try putting the File Path on the Quick Access toolbar above the command ribbon. This handy area for favorite commands is often under-used. You can put nearly every command that exists for an Office Program here, although most people choose only a few of their favorites. By default, the Quick Access bar contains Save, Undo, and few other common tools. 
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To add a file path to Quick Access, click the tiny down arrow with a line over it at the right end of the Quick Access bar, which shows a list of the most common tools, with check marks indicating which tools are already on the toolbar. Click More Commands to open the Quick Access Customizing window. 
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On the left side, click the arrow next to Popular Commands (1) and choose All Commands. Scroll down the alphabetical list and click Document Location (2). Then click Add (3) in the center of the window which moves Document Location to the Quick Access bar side, and finish by clicking OK (4).  Now every time you open a document, its path will be displayed in a box at the right end of the Quick Access bar. If it isn’t completely visible, click inside the left end of this box and drag to the right to see the rest of the path. 


This view shows a Quick Access bar which includes the Document Location (file path) box.

Once you add Document Location to the Quick Access toolbar, the path for any document will display there automatically when the document is active. The advantage is you don’t need to put the path into the document at all. The disadvantage is that you will not have the file path to refer to when the document is printed. You can decide what method works best for you.
The two methods, by the way, are updates from an earlier method of adding a File Path. Putting a file path in a footer could only be done by adding a field from the Quick Parts menu (Insert tab – Quick Parts -- Field), clicking Filename from the list, and checking a box to add the path. The path would then appear in all documents where you put the field, most often in the footer. That method is still available in all recent versions of Word, even version 2016. The process of customizing the Quick Access bar has not changed in Windows 8 or 10, either. 
I add file paths to footers of important documents that I don’t need to open often. I print one copy of these so I know exactly where to find them by checking the footer.  If I want to print one of these documents for distribution, I delete the footer, knowing how easy it is to add it back later.
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Figure � SEQ Figure \* ARABIC �2� - Quick Access Customizing menu 
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