Create Folders and Subfolders
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Procedures In My Computer


Procedures in Application Software

Description

Your computer is an electronic file cabinet that can store hundreds, even thousands, of files. Imagine a real file cabinet that stores similar quantities of information. You’d have folders and folders within folders (subfolders) to help organize the information.  You can create similar storage on your computer.

Files can be stored on diskettes, hard drives, networks, and other media.  Some of these storage devices are so large that it is best to organize your files into folders. This is typically done in Windows Explorer or My Computer programs. It can also be done in application software programs such as Word, Excel, PowerPoint and Access.
File path displayed in the My Computer address bar

[image: image1.png]p P[] 3

Tie B Vew Fovotes Tods Hep &

Qack - () - F| Dseach [ Foses [ |5 50 7

Aditess [ D:\Fie ManagementiTips 7] (3 Go | Noton Anivis

P ot Windows Explre o





Components of the File Path D:\File Management\Tips\About Windows Explorer.doc
D:\



Drive letter of storage device

File Management

Folder

Tips



Subfolder to File Management folder
About Windows Explorer
Word document

Procedures to Create Folders in My Computer (Back to Top)
· Note:  The same procedures can be used in Windows Explorer.
· Left double click on the drive where you want to create a folder.  The drive letter must appear in the address bar.
· Click on File on the My Computer menu.
· Point to New ( on the submenu.
· Click on Folder on the submenu appearing to the right.
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· A new folder placeholder appears at the end of the list with an insertion point
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· Type the new folder name.  Press ENTER to accept the name in the place holder.  The next time you access My Computer, the folders will appear in alphabetical order.
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Procedures to Create Folders in Application Software (Back to Top)
· In an application software (for example, Word, Excel, PowerPoint) go to Office Button, File Save As or File Open so the dialog box appears.
· Click on the Create New Folder button on the toolbar.
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· The New Folder Dialog Box opens
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· Type in the New Folder name in the Name input box.
· Click OK

· Note: The Save As or Open Dialog box  accesses the new folder after you name it. Your files will be stored in or opened from it.A







� Presumes the use of Office 2007
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