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1. Choose where you wish to place the new folder 

 
2. From the File menu choose the New option 

 
 

3. Choose the Folder option 

 
 

4. Type in the name for your new folder and press Enter 

 



File Management 
Renaming folders   

March 2011. L1-L2 Functional ICT and ECDL. Kindly contributed by Nicola Gordon. Search for Nicola on skillsworkshop.org                Page 2 of 2 
For related resources, teaching ideas, and curriculum links visit the download page for this resource at www.skillsworkshop.org 

 
1. Left Click on the file which you want to rename until it is highlighted blue 

 
2. Using the mouse, right click on the highlighted folder 

 
 

3. When the drop down menu appears choose the rename option 

 
 

4. Type in the new name for the folder and press enter on the keyboard 

 


