Rename Folders and Subfolders
Procedures In My Computer


Procedures in Application Software
Description

Rename a file or folder if you want to more accurately reflect its contents.
Procedures to Rename Folders in My Computer (Back to Top)
· [image: image1.png]ile Management

Fle Edt View Favoites Took H

Q=i - © - (3] Dsowen
Addiess | ) D:\File Management

Open
Explore
Search.

Shaiing and Secuy.
Sean with Norton Aniiius
SendTo

Cu
Copy
Paste

Create Sharteut
Delete

va%mes




Select the file or folder to be renamed.
· Right-click once on the selected file.
· Click Rename on the pop-up menu.
· The file or folder name appears selected with an insertion point flashing at the end of the selected file or folder name.
· Type the new file or folder name.
· Press ENTER to accept the new name.
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Procedures to Rename Folders in Application Software (Back to Top)
· In an application software (for example, Word, Excel, PowerPoint) go to File Save as or File Open so the dialog box appears

· Select the file or folder to be renamed
· Right click once on the selected file or folder

· Type the new name

· Press ENTER to accept the new name







