Inserting New Folders
We are going to make New folders within folders

Without getting too complicated here’s a crash course in folders and sub folders.

You are going to insert sub folders in My Music folder.

Everything on your computer is a FOLDER starting with your C DRIVE.
If you think of your C drive as your street name, you’re My Documents folder (a sub folder of C drive) is your house, your bedroom room is a sub folder of My Documents folder, your dressing table in your bedroom = My Music, your dressing table has drawers which = any folders you put in you’re My Music folder, for instance the MP3 folder and sub folders of that which you are now going to Insert.

This is a typical path of folders & sub folders.
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C:\Documents and Settings\Jed\My Documents\My Music\MP3\Legends

Open your my Music folder

Right Mouse click in a blank area, scroll down to NEW and then across to Folder. Left click on Folder and a folder appears with the text New Folder highlighted in it.

See next page on how to name folders or rename them.



Folders can always be renamed by right mouse clicking on them and typing in the name you want to call the folder.

Don’t forget that you can add folders (sub folders) within any folder multiple times.
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