File Management Skills

Click the folder icon on the Task Bar at the
bottom of your screen

Hl O Type here to search O

This opens up the File Manager
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If the left sidebar isn’t there:
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To make a new folder:

1 . CliCk the Folder icon | OneDrive - Ormiston Academies Trust
Share View
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To delete a fFolder:
e Click on it and press delete on the keyboard
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To rename a file or fFolder:

1. Right click on it

Choose Rename

Type the new name
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Press Enter on the
keyboard

To delete a file or folder:
e Leftclickonitand press delete on the keyboard



