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Create a Folder on the Desktop Directions
a. Right click on the
T T A
Arrange Icons By v Desktop to open the
Refresh @ Shortcut menu.
] Microsoft Office Access 2007 Databz b. Pointto New on the
# Briefcase menu
Graphics Properties... = Bitmap Image
Graphics Options > =) Microsoft Office Word 97 - 2003 Do c. On the next menu
] Microsoft Office Word Document Click on
&] Microsoft Office PowerPoint 97-200: d AN Eolder |
Properties i¢f] Microsoft Office PowerPoint Present; : ew Folder icon
a. b C. 1 Micrnenft Nffira Duhlichar Nacnimand Wl” ShOW on the
Desktop.
e. With the text still
J i highlighted, type a
- /, name.
pM‘_f’ o 3 f. Click away from the
roje » EGU
New ) by Prenadt Icon to save Folder
d e e L A f. | Name.
Create a Folder in My Documents Directions
| # My Documents
.My Documents Fle Edit View Favorites Tools Help a O en M
File Edit View Favorites Tools Help 3 D~ I P search i Folders | [~ ) P y
5| D st oo e Sy Doaments o Documents on the
) ) earch | Folders
L ‘ Desktop
Address| 2 My Documents
b. Inthe Blue Task
: pane Click on Make
@ Publish this folder to the [
Vb : a New Folder
lad Share this folder '
a. B A e pces » M Kinaston (E) . : c. A New Folder Icon
‘ will be placed in the
# My Documents .
File Edit View Favorites Tools Help Whlte Workspace.
Fle Edit View Favorites Tools Help <) © ¥ O search [ Folders [T~
€ >) \_ﬁ- 2 Search [+ Folde Address |2 My Documents 0 . L
= - ’ r— | d. Whileitis
File and Folder Tasks (& ‘S:”ZT‘SST' h|gh||ght6d, type a
Em Rename this folder :3:I1i¥‘s$dérm acd 2002 R ey neW n ame
[ Move this folder =] Efj:ﬁ'v:fﬂ\d:‘sﬁ\es
[ Copy this folder o3 BT
:;”:'if,iﬁi““‘m e. Click away from the
Share this folder @ oesttop
() E-mal this folder's flss S e Icon to save Folder
¥ Delete this folder &3 My Network Places Nam e
d . tier P @, [2obiscts selected J My Computer
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Create Shortcut on Desktop

N Create Shortcut

Arrange leons By

1R|ght click in a blank Refresh This wizsrd helps you to rests shortes b locel
area On the desktop tO zzgzyveusrskepsv‘agrams, Files, folders, computers, o Internet
get the menu.--------- 9 g:s::z ;rput[‘;:rt:eﬁ , lt atmof theitem: .
S 4.You will see the ---> ]
. a Shortut .
Point to New ---------- > Froperties Y —— location of your folder or Clek Nest to continue
On the next menu click 52(;2,’::5,;5@ document in the text box.
on Shortcut-----=> 8 i o vt s
%) Microsoft Office Publisher Document
] Text Document
4] Wave Sound
:\3 indows Live Call
e Click on Next ----->
2.In the Create Shortcut @
C r eate S h o rt cu t bOX This wizard helps vou to create shortcuts to local ar )
gs;\:fieusmgrama Fles, falders, computers, or Internet 5 . S el e Ct a T|t| e f or th e Select a Title for the Program E‘
Type the location of the item: P ro g ram OpenS . IDH panefo ot
Click on the |
Browse...button------ -> You may Change the ik i to rsats th shota,
To locate the file or et name or keep the original
folder you want. name.
Click on Finish ---->
. . 2 |
3.Click on the folder list — [EbkERRdATITI 2x)
until you find your file or Select the target of the shortcut below:
document you want on
(& Desktop ~
the deSk tOp =1=] My Docurments
= My Music
.ﬂ My Pictures
e s 6.The new icon is now on
Click on it once to select o puter the desktop.
. = i R
it. P e ok 1 Shortcut icons have the
3 My Computer black arrow on them.
©J mly Network Places
= M8 Arnhe Reader O b
Click on OK '“9 [ Make MNew Folder | [ ok | [ cancel

The window will close
and go back to the
Create Shortcut
window.

Rename a , File or Folder

To rename a file, folder or shortcut icon

Z right click the name of file or folder o computer
. = ﬁ Microggft  Frint
menu will open =W chow
click on Rename Scan for Viruses...

Open With...

Send To 3

Cut
Copy

type new name in the text box Crasts Shormut
L:_j T
Properties

press enter one time to save it or click in a blank area away from to save new name
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