NAVIGATING FILES AND FOLDERS:

Saving files in folders is an easy way to organize and find your files.

WINDOWS 7:
CREATE A NEW FOLDER:

Left click on “START” button, lower left corner.
Left click on “DOCUMENTS.
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Left click on “NEW FOLDER” on toolbar.
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A new folder will appear with words “New Folder” highlighted. To give the
folder a name, simply begin to type. When creating a folder, the name of the new
folder should be relevant to the subject or type of files that the folder will
contain. To save left click in an open space away from any item. Folder created
and named.



Save a Document to a folder:
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While in a document go to the Menu Bar above and click on FILE

Select SAVE AS
A new window will open.

Find the desired folder location (ie: c drive, e drive, desktop)
Double left click on the desired folder (or the one just created), name the file;
(use a name to reflect the subject of the file).

Click on SAVE.

The file you just saved should be in the folder you selected (example: the one

you just created.)



Windows 8.1

CREATE A NEW FOLDER:

Hold down *==

Select “File Explorer “from list.

Select “Documents” or other drive/location from left side, click on “new folder”

above.

Programs and Features
Mobility Center
Power Qptions

Event Viewer

System

Device Manager

Network Connections

Disk Management
Computer Management
Command Prompt
Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out
Desktop

Home Share View

C| ¥ cut
/1
W] Copy path (‘P

Maove  Copy

Copy Paste _
[#] Paste shortct | 15~ ¢

@ A ;J b ThisPC » Documents

477 Favorites hame

B Desktop .. Blio

. Media

1. My Digital Editions
1 My Media

& Downloads
] Recent places

& SkyDrive

4 1M This PC
» g Desktop

[ Tooame >

» @ Downloads
* 4 Music
» &l Pictures

R T

Clipboard Organize

X= )

Delete Rename

Hew
folder

@Newitem' ¢ Open
-‘aEasy access 2 Edit
Properties -,
- 5 History
New Open
v &
Date modified Type
522/2013 810 AM  File folder
/32014 208 PM  File folder
10/27/2014 &07PM  File folder
5/22/2013 %53 AM  File folder

key while pressing “X” on keyboard. Or (right click on E

B selectan

07 Select none
ﬁEInvertselection
Select

Search Documents

Size



A new folder will appear with words “New Folder” highlighted. To give the folder
a name, simply begin to type. To save, click open space away from item. (When
creating a new folder, the name of the new folder should be relevant to the

subject, or type, of files that the folder will contain). Click Red X to leave drive or

a

file location. " °
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Save a Document to a folder:
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While in a document go to the Menu Bar above and click on FILE or
Select “SAVE AS”
A new window will open.
Find the desired folder location (ie: c drive, e drive, desktop)
Double left click on the desired folder (or the one just created),
Name the file; (use a name to reflect the subject of the file).
Click on SAVE. (See screenshots for Windows 7 file saving)

The file you just saved should be in the folder you selected (example: the one
you just created.)



