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Working with Files & Folders 

How to Create a new Folder 

1. Left click on the folder where you want the new folder to reside (eg. Documents).  
This will be highlighted (blue). 

2. Right click on the highlighted area. Choose ‘Folder’.  
3. Type in the new name (no need to delete, just start typing).  Press ENTER. 
 

How to Rename a File or Folder 
1. Left click the item to be renamed – to highlight it - it will turn blue. 
2. Right Click to get a menu of what can be done to the item selected. 
3. Choose Rename from the list. 
4. Type in the new name – and then press Enter. 
NOTE:  Do not use symbols that have special meanings for computers such as “/”, “>”, “@”. 
 

How to Delete a File or Folder 
1. Select the file or folder – it will turn blue/have a blue background. 
2. Press the Delete button on the keyboard OR right click and then choose Delete. 

When the Confirm File Delete Dialog box appears. Click Yes. 
 

 

How to Select a Group of Contiguous Files from a list  (first and last and every file in 
between) 
1. Open the folder containing the files. 
2. Click the first file you want to select. 
3. While holding down the SHIFT key, click the last one of the list of files you want to select. 
4. Let go of the SHIFT key. 
5. Using the left mouse, delete, move, copy or do whatever you were going to do with these files. 

 

 
How to Select Multiple Files (without selecting every file in between) 
1. Open the folder containing the files. 
2. Click the first file you want to select. 
3. While holding down the CTRL key, click each of the other files you want to select (e.g. 1,3 5,7) 
4. Let go of the CTRL key. 
5. Using the left mouse, move, copy, delete or do whatever you were going to do with these files. 

 

How to Select all Files 
1. Open the folder containing the files. 
2. Click any one file. 
3. Click Select All from the Menu (Home tab). 
Alternative: CTRL +A  for Select All 
 

How do I De-Select a single file from a multiple-file selection (de-select = un-select) 
1. To deselect a single file from a multiple-file selection, hold down the Ctrl key and click the file you 

want to deselect. 
2. To deselect all files, click (left mouse) in an empty area within the folder. 
 


