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Mavigate the File system in Windows T

» Creating folders

* Deleting folders or files

» Create, Rename, and Delete a Folder in Windows

« Create, Rename, and Delete a Folder a2 a Command Promiot
» Renaming folders or files

* Print 2 Fle Without Opening It

+ lMowing and copying files and folders

Create 3 mew (odder

Folders are a convenient way (o store and organize files on your compuder. Por example, you'll prohably wani to create folders wilhin

the Dincumends and Pictures folders po help yon manage vour files. Y ou can creale any mumber of folders and cven siore folders inside
nther folders. FPolders located inside olher fodders are ofien called subfolders.

I. Goiothe kncation {enher a fodder or the deskiop) where yon want in create 2 new folider.
X Righi-chck a hlank area on the deskiop or in the folder wandow, point i New, and then click Folder.
Y. Type aname for ihe new folder, and then press ENTER.

The new falder you created appears in the kocation you specified

Delete a Gle or folder

When you delete a file or folder, the file or folder is not deleied right away. Insiead, it is sbored in the Becycle Bim undil the Recycle
Fin is erpied.

g
= Righi-click the file or folder thad you want 1o deleie, and then chick Delete. f If you are prompied For an adminastrator
password or confirmatbon, iype the password or provide confirmation.
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HOW TO RENAME A FHILDER

I you look ol a newly created folder you will notice its name (Mew folder) is highlighied in blee, surmunded by an Fdin Box. Thes
means it is wailing o be edied (Renamed). An edit hox is 2 box thal allows yow i edil the lext already inside it or type in some new
lExi.

Y
_ MNew folder

Fig 1.1 A newly created Folder

When you clhick, anywhere, inside the edit hox for the first time the text becomes wn-highlighted and o fashmg cursor is positioned

where you clicked (T3g 1.2 below). In Fig 1.2 1| hawve chicked m between letters §and 0. From here | can type in some new letbers
andiar delete old ones m order to rename the folder (Fig 1.3 and Fig 1.4). In this example | 2m renaming, Mew folder b0 New friends.

This did nesl have 0 be the case though. 1 could of renamed the folder John or whadever.



