
 

The LEFT CLICK (CLICK) is used to open Programs (Apps) with a double click. If 

the program is on the “Task Bar” only a single click is needed 

 

If you want to CREATE a new folder on your Desktop or in a Library (Documents 

and Pictures) just Right Click once on an empty space.  

A “menu” appears (it is 

actually called the 

context menu). 

Take your pointer down 

to “New” and follow the 

side arrow carefully and 

click on “Folder”  

A New folder will 

appear with its name 

“New Folder in Blue” 

(See the next page) 

 



 

When it is in blue you can type on your keyboard a new 

name and click outside the folder and it will be permanent 

until you Change it 

 

 

 

How to change the name of any folder or image 

If you want to change the name of a folder, file or document you Right Click on the 

item. Below is a Folder and a Picture 

   

 

 

 

When you “Right click” on one a new larger context menu appears. This 

“Context Menu” has many more actions you can take but I will just mention two 

 

If you click on “Rename” the words under 

the folder or picture or even a document if 

you want to rename it will be BLUE. 

 

 

 

 

 

Now with your keyboard you can type a 

new Name 

 

Beware if you click 

on “Delete”- shown 

by the blue arrow it 

will be sent to the 

recycle bin. 

 



Finally,  

On the Desktop I put a very important App called “This PC”. It is always on the top 

left next to the Recycle Bin. This is a very important Master Folder and is used to 

access the Libraries and Drives on your computer. 

 

 

 

 

                                                       Libraries and Drives 

 

IF you “double click” on a Library it will open that Library and you will see all 

the files, folders and pictures in that Library. It is a very powerful way and fast 

way to open that Library.  E.G. I have double clicked on my Picture Library. 

 

Cheers       Norris 


