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The way to organize our files is by using folders. These are like folders in 

your physical file cabinet.   

 

Folders can contain files or other folders (called subfolders).  Folders and 

files can be moved around, reorganized in your storage space and also 

thrown out.  

 

 

You can make folders in different places on the computer. If you are saving 

to the hard drive, you can put your folder on the desktop.  

Create a Folder                                           
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1. Go to the desktop.  

 

2. Right-click. 

 

3. Choose New. 

  

4. Choose Folder. 

 

4. Type a name for your folder.   

 

 

 

 

 

 

Create a Folder                                           
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You can also save to a disk or flash drive. 

 

 

1. Go to the desktop and click on the Start 

button.  

 

2. Click on Computer. 

3. Click on your disk 

or flash drive. 

Create a Folder                                           
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Create a Folder                                           

5. Choose New Folder. 

 

6. Type a name for your 

folder.  

 

 

4. Click on Organize. 
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Use your mouse to select words that you want to make changes to.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It may be difficult at first to use your mouse to highlight. Here is another way 

to do it.  

 

1. Click at the beginning of the text you want to select. 

 

2.  Hold the Shift key down. While you are holding it, click at the end of the 

last word you want to highlight.   

Highlight/Select Text  
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This is how you can move writing from one part of the document to another. 

Or, you can copy text and put it somewhere else in the document.   

 

 

 

 

 

 

You can also use this to move information from one document to another.  

 

 

 

Text- 

writing 

Cut, Copy, and Paste  
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To move text around a Word document:  

 

1.  Select (highlight) the text that you want to move.   

                                Cut, Copy, and Paste  
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The Clipboard is an area used to hold information  

that you are moving around.   
2. Click on Cut. 

Cut, Copy, and Paste  
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When you click 

on Cut, the words 

you selected will 

disappear. 

 

They are now on 

the clipboard. 

Cut, Copy, and Paste  
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