How to Create/Edit/Move/Delete Folders

You can create, edit, and move folders all from one place:
e Using the menu bar, go to “Edit” and chose “Folders”

Create a New Folder
Step 1
e Using the menu bar, go to “Edit” and chose “Folders”
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Step 2 Create a Folder
e Click “New”
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Select the folder belaw that vou want opened. 0
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How to Create/Edit/Move/Delete Folders

Step 3
e Always choose “personal folder”, you can share it later
e Choose “Next”

Create Personal Folder

Select the kind of folder vou want to create.
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Step 4
¢ Name your folder and add a description if you desire.
e Choose “Next”

Create Personal Folder

Mame the new folder and set itz position in the folder list,

M ame:
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How to Create/Edit/Move/Delete Folders

Step 5

You now have a folder listed in your cabinet...to expand your cabinet, click the plus sign:

Leave these options alone and just choose “Finish”

Create Personal Folder

Define the settings for the folder. These can be viewed and modified in the

folder's properties dialog.

Setting name:

| <Mew Folder Custom Settings> ﬂ Save As... Delete |
Descrption: Wiew b
Dizplay all itemz in the selected folder. |Delails ﬂ
Sort by
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Folders

Select the folder below that pou want opened.
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How to Create/Edit/Move/Delete Folders

To move your folders:
e Click on a folder once to highlight it
e To move your folders around use the “move” buttons.

Folders
Select the folder belaw that pou want opened.
Folder list: c |
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How to Create/Edit/Move/Delete Folders

e To put one folder into another:

o Position the Sub-folder below the parent folder

o choose “Move Right”

Folders

Folders
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Select the folder below that you want opened
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Select the folder below that you want opened.
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How to Create/Edit/Move/Delete Folders

To Edit or Rename Your Folders

¢ Click on a folder once to highlight it
e Just choose the rename button from the list.

Folders
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Select the folder below that you want opened. K
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How to Create/Edit/Move/Delete Folders

To Delete Your Folders

Step 1
¢ Click on a folder once to highlight it
e Choose the “Delete” button.

Folders
Select the folder below that you want opened.
Folder list: c |

® Checklis ) __ Carcel |
[ work In Progress Mew
-1 Cabinet =
+-[C] eCollege Bename
| Groupwise
0 b
+-[C] Jenrp-Sabrina-FRC
(07 NAT -MLT Move Up
CHM5S
g DE Move Down
(T3 Hire Carnm .
b Right
(7 Wideo Con Sl
_ (3 E!uu:ut.es;” ™ P ove Left

Step 2
e Choose between:

0 “ltems only” to delete everything in the selected folder
o “Folder(s) and items” to delete the folder and everything in it

¢ Click “OK”

Delete Folder(s)
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Items to be deleted
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