Creating a New Folder

®  Shorbout

E;T Briefrase
,j Bitmap Image
lﬂ_’l Microsoft Word Docurnent

@ Flash Document

Eﬂ Microsoft OFfice Access Application
@ Microsoft PowerPoint Presentation
'E Adobe Photoshop Image

.E]J Microsoft Office Publisher Docurnent
E’l Text Document

] WAYE Audia File

IE_’] Microsoft Excel Worksheet

E@ Powertrchiver ZIP File

1. Right click on an empty
portion of your desktop
2. Select New and Folder
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3. New folder appears, called New Folder,

4. New Folder is highlighted, -
waiting for you to rename it.

4. Type in your new name and hit Enter VTR e

Renaming an Existing Folder
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1. Position cursor over folder

2. Right click, select Rename

3. Old title is highlighted,
waiting for you to rename it

4. Type in New Name

5. Hit enter
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