IS THIS THING ON?” [ AsicabibySol con

‘' BN BN N =®h -5 BEOE EEOE BN

TO CREATE A FOLDER

If you have a PC:

« Move your mouse to a blank M Creating a New
spot on the Desktop. Folder oG e Soros
» Click with the RIGHT button of g;m:
the mouse. 1. Right-click on 1) ot verdSocar
* LEFT click on NEW (all other Desktop. g:r:;:;m?xm
clicks will be with the left button 2. Left-click on New. e e 3 1) Mcrosoft Pubsher Publkation
after this point). i i S -
- Move the mouse into the menu ™ °"% < s 0 et oocmers
that opened next to NEW. nZP,:O‘ b amz |Buveten . P
« Click on FOLDER at the top of s, Hit Enter key. e Le: o %lﬁfﬁfiﬁ'ﬂ.

the list. A folder will now appear
on the Desktop.

» Do not click the mouse at this
stage. Instead type the desired
name of the folder

» Hit the Enter key to save the new name.

« Double-click on the folder to open it.

 Creating a New If you have a MAC:
Finder [ELRY | View Go Window Help Folder on a Mac
el ¢ Click on the Desktop.
1. Click on Desktop. + Click on File at the top of the window.
2. Click Fila. + Click on New Folder.
Close Window 5 CiekNew'oller Do not click the mouse at this stage.
. Do not click mouse; .
L - wpodesid folder  INStEAd type the desired name of the
Duplicate ®O
Make Alias L name. folder
Rl o Povariom oxT > v fewmerEmer+ Hit the Return/Enter key to save the new
Create Archive of “emailreceipt_R2505152217.pdl”
name.
Maove to Trash !@

et » Double-click on the folder to open it.
Find.
Color Label % OR

« Simulate a RIGHT click by holdmg down the CTRL key and clicking the mouse.
» Follow the PC instructions above.
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