Creating a New Folder
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1. Right click in the place you want create your file for example my
documents or the desktop “ this feature is not available in the library
computers”
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2. Move your mouse to the word “new*. The below shown figure will
appear
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3. Choose the type of folder you want create. For example by left
clicking “Folder”, a general purpose folder is created.
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4. Type the name you wish for your folder by typing in the highlighted
area
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5. A new folder is created. Now you can move any file to it.
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