Creating a folder
1. Right click on an open area of your desktop, or in an open area of Windows Explorer. 

2. Then left click New 

3. Then left click Folder. 
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Once your folder appears either on your desktop or in Windows Explorer you will notice that the folder name is highlighted. This is giving you the opportunity to name your folder. It is always best to give your folder a very memorable name that accurately describes its contents.
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Type in the name you want to give to your newly created folder, and then hit Enter to complete the process or click beside the box. When the blue area shows over the new folder title, you may type and it will replace the blue area.  You can also rename this title if you need to by right clicking on the folder and click rename, and proceed as before to type in the new name.

