
1. Open the ‘My 
Documents’ folder 
on the desktop by 
double clicking. 

 
2.  Click on the 
instruction to 
‘Make a new 
folder.’  

 
 
3. The new folder will be at the 

end of the list and the words 
‘new folder’ 
in blue.   

 
4. Without clicking anything, type 

in your name over the blue writ-
ing.  Click enter and the box will 
disappear. 
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Make your own folder 


