
Right click on empty space to bring up this menu. From here
you  can select "New" - "Folder" to make a new folder.

Keeping your computer organized is easier when you use
folders. 

Remember to name your folders!



Right Click on a folder (or on a file) to open up
this menu. From here you can open the folder, or
you can rename it, or cut/copy and paste it
somewhere else.

You can also open a folder if you double-click it
with the left mouse button.



You can open Google Chrome or Microsoft Edge,
both are internet browsers.

In the bar near the top you can type in the name
of websites you want to visit. In this example we
are typing in "Gmail.com" 



From this spot you will
need to enter your
information (your email
and your password).

You will need to click
this "next" button after
you enter your email,
and again after you enter
your password.



To download a file that someone emailed to you
click the arrow that is pointing down. 

BE CAREFUL, DO NOT DOWNLOAD A FILE FROM
SOMEONE YOU DO NOT KNOW.



After downloading, a bar will open at the bottom
of the screen. You can find where your download
went by clicking the small arrow next to the file
name and selecting "Show in Folder"

This will open the folder that the file is currently
in. From here you can copy and paste it to where
you want it to be saved.



Right Click on the File you want to move and
select Cut or Copy.

You can also Rename the file if you want to by
clicking "Rename"



This is the destination folder, you can find it by
going through the lists on the left OR if you kept
it on the desktop you can go there and open it.

Now you can right-click and select Paste to move
your downloaded file into this folder.


