File Management SKII Is

Creating new folders workshop

1. Choose where you wish to place the new folder

2. From the File menu choose the New option
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3. Choose the Folder option
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4. Type in the name for your new folder and press Enter
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File Management SKII Is

Renaming folders workshop
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

& Teaching practice

File Edit W“iew Favorites Tools Help

@Back - \) ‘L'f pﬁaarth [ Folders | [23]~

. - = a Example
File and Folder Tasks [ Copy Example —= | Microsaft Word Document
—— | 24KB

| Rename this folder
[y Morve this Folder
D Copy this folder Open
&3 Publish this Folder to the Explore
Web Search..

et Share this falder -
B E-mail this faldet's Files Sharing :nd Securicy...

Si ith AYG F
¥ Delete this folder can v =

Send Ta 4
Other Places o
Copy
EPP
(i} Create Shartout
Iy Documents Delete

I Shared Documents Rename
'a My Computer

- Propetties
g Iy Metwork Flaces

3. When the drop down menu appears choose the rename option
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4. Type in the new name for the folder and press enter on the keyboard
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