File Management Made Easy!

Making New Folders

1. Navigate to the location where you wish to place the new folder. In this example it will be created
in My Documents.

2. Right-Click in a blank area in the right pane of the window and click on New then Folder.
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3. Type in a name for the folder and press the Enter key on your keyboard.

How to Select Multiple Files or Folders

1. Navigate to the location where you wish to select
multiple files or folders. In this example it will be
done in My Documents.

2. Press and hold the Ctrl key on the keyboard.

3. Using your Mouse click on each file you want
selected. They will shade blue to indicate they are

selected.
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To Move or Copy Files or Folders
To move items in this example, using Windows Explorer:
1. Select the files and folders you wish to move and right-click on them.

2. Choose Cut or Copy.

File Edt Wew Favortes Took Help

Qo © - 3| i s [ ) X 89|
:WICJN&‘M|ul>
Fkders. x|

=1 (L) My Cocuments wrmw  Dooaverka.,  dowioad Feib  MyDeberms  MysBooks  MyMhusic My Plues
T
TS 5 o = "
E‘E :::::w Mﬂ‘fﬂl‘ﬂm 03 13MReeam  Arend etter Arierletter  Arenlettero... Arierfiesume Nl‘m‘lm Baookl

23 1 want b Mo this Folder

SEET S o8 om wom oW om oW oW

® 2 My s lebassquade  LetiNancy Irdeay numbers  numbers-Sp.. numbersw..  pavdff  Presertaton]
2 My Fictures
) My Recetved Fies W =
- @iy " oW g e
2 onent T 1. TonriSugger... Well s arn  WS_FTR open
0 swg Sereeries severdl peo. .. o
B At Winaine's Bookmark st
B My Compiter Enquoun in Winasp
B Sy stk Flaces Payin
2l Recyde bn e
) deshton shéf Shiaring a0 Security...
(=
& Redvs B G0 S on vinuses, .
1 sampher @wnze "

S Compess b ZIP + Cptiors. ..

B8 Compress b ] want b Move this Folder.zp™
BE-Mal T wark

i Comprass B FTP T want to Mave this Folder. 20"

B Compress B ERCryD "L Wank b Move this Folder.pae”

Send To *

Cogry
Faste

Diednbe:
Resvane

Propesiss

3. Navigate through the folders until you find the destination folder, then Right click and choose
Paste. The file(s)/folder(s) have now been moved to the new location!
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Rename Files or Folders

1. Right click the file or folder you wish to rename and select Rename. The item’s name will be
highlighted, ready for editing.
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2. Type in the new name and press the Enter key.

Delete Files or Folders

Deleting files or folders couldn’t be simpler, but please remember to use caution when deleting!

1. Click the items you wish to delete.
2. Press the Delete key on your keyboard.

3. A window will pop-up asking you if you're sure you want to send the files to the Recycle Bin.
Select the appropriate answer.



