HOW TO CREATE
A NEW FOLDER

1. Right click
anywhere on the
desktop.

View
Sort by
Refresh

3. Click on
“Folder”

Paste

Paste shortcut

Ctrl+Z

Undo Rename

Shared Folder Synchronization »

)
Graphics Properties...

2. Click on “New’

Graphics Options >

New |, Folder
Shortcut

= Screen resolution
Gadgets

Personalize

Microsoft Access Database

Bitmap image
Contact

Microsoft Word Document

Microsoft PowerPoint Presentation

Microsoft Publisher Document

Text Document
Microsoft Excel Worksheet
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4. Enter the name
of the new folder.
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