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> Photos, text documents, or video clips are quick and easy to
store on your Windows desktop/laptop, Mac and even your
hand-held devices.

» Over time, as the number of files pile up, it may become more
tedious to search for files. Folders are the solution.

> Just like in a physical paper folder, related files can be
grouped together and stored in one place.

» What'’s more, the files within a folder can be sorted according to
specific criteria.

» Tonight we’ll learn how to create, rename and save pictures to
your folders.
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How to create a new folder on your Mac

1. Navigate to your Mac desktop. In the upper left corner next to the Apple icon, you'll see
the word “Finder”. If it says anything else, such as “Safari” or “Word”, you're technically still
in that program. Just click on an empty space on your desktop to return to it.

2. Click on “File” to the right of “Finder” so that the desired drop-down menu appears.

3. Click “New Folder” and the new folder will appear on your desktop.

[ Find‘ ZCW BEdit View Go Window Help

N Nindow #N
New Folder

e with Selection ~ 8N
New Smart Folder
New Burn Folder

New Tab ®BT
Open %0
Open With »

Print %P

Close Window 8w -
Get Info %8

Rename untitled folder

Compress

Duplicate
Make Alias
Quick Look



https://www.ionos.com/digitalguide/fileadmin/DigitalGuide/Screenshots_2021/Mac-Create-new-folder-option-1.png

To RENAME your folder. Double-click on the new folder. The title will
be highlighted and can be customized as desired. Alternatively, just right-
click on the folder so that a drop-down menu appears on your desktop. In it,
select the “Rename” option to make changes.

Move to Trash

Rename

Compress “untitled folder”
Burn "untitled folder” to Disc...

Duplicate
untitled folde® Make Alias
Quick Look “untitled folder”
Share
Quick Actions

Copy “untitled folder"”
Import from iPhone or iPad



https://www.ionos.com/digitalguide/fileadmin/DigitalGuide/Screenshots_2021/mac-create-new-folder-Rename-folder.png
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How to create Photo Albums in
Samsung smartphone

Step 1: On your Samsung Galaxy smartphone, open the Gallery
application.

Step 2: In the Gallery app, go to the “Picture” tab.

Step 3: Long-press on a photo to select it. You will now be able to select
multiple photos that you want to add to an album.

Step 4: Tap on the “More” button at the bottom and then select “Move to
Album.”

Step 5: Now, tap on “Create” in the upper right corner. Give your album a
relevant name and then select “Create.”

Step 6: Move to the Album tab and you will see the newly created album
at the bottom.
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1 “Long Press” the text
you want to copy until
it highlights and the
copy icon pops up.

Post #4
You can make a lot of money/a little

Admin 4d m &

Party Post #5
One of the ways that we waste money is

unplanned eating out/carry out. Our Micro
Pro Grill is such a time saver! It's awesome
for sandwiches, pizza, grilling meats and
veggies, cakes, quiche, casseroles and

Select Select Al Paste | sert Drawing »

NS

2 Open up your notes
app, click the area
where you want to
paste the wording.

3 Select PASTE to
paste

e Ww

_Seen by 42

f ® B 8 0 @

ome Groups Pages Notifications Menu

4 Select DONE to 11 -1 1 1 1

save 123 space return

@ 9

Continue these steps
5 until all post wording
have been saved
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March copy paste

Shopping link:
You can shop from this link anytime
throughout the part!

Party Post #1

| want to introduce you to our
Modular Mates - because of ALL
the products | have, THESE are
something that | believe EVERY
home needs. When | first became a
consultant, | hadn't yet acquired a
lot of Tupperware for storage. | have
a moderately sized kitchen with a
small closet as a pantry. Because
they are stackable and modular, |
am able to use every inch of space.
When | put 5lbs of sugar on top of
5lbs of flour, | was hooked. These
are doing their job 7 days a week,
24 hours a day!

o— & R 7

Label your notes with a
Heading so you know
exactly what is in each

note file.

€— All notes saved —>

-

am able to use every inch of space.
When | put 5lbs of sugar on top of
5lbs of flour, | was hooked. These
are doing their job 7 days a week,
24 hours a day!

Party Post #2
Comment for 1 entry into the prize
drawing. The winner gets 5 entries!

Party Post #3

Our classic Impressions Collection
and other popular Collections are
now available in bright, beautiful
new colors!

Perfect for every-day use at home,
events and parties, and outdoor
dining.

Post #4

You can make a lot of money, a little
extra money or just be a enjoy the
discounts..what is keeping you from
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Desktop, Laptop or Mac

Use either Microsoft Word or another similar software to copy and
paste verbiage

Save file in coordinating folder



Amanda Adams Gavin
Admin - February 23 at 9:07 PM - CinchShare - @

Party Post #1

I want to introduce you to our Modular Mates - because of ALL the products | have, THESE

are something that | believe EVERY home needs. When | first became a consultant, | hadn't

yet acquired a lot of Tupperware for storage. | have a moderately sized kitchen with a small

, closet as a pantry. Because they are stackable and modular, | am able to use every inch of
I \ space. When | put Slbs of sugar on top of 5lbs of flour, | was hooked. These are doing their

Jjob 7 days a week, 24 hours a day!

2/28/2022Party Post #2
Comment for 1 entry into the prize drawing. The winner gets 5 entries!
DW MANY MINI MAR

RE IN THE COLD BREW CARAFE? Party Post #3

Our classic Impressions Collection and other popular Collections are now available in bright,
beautiful new colors!

Perfect for every-day use at home. events and parties. and outdoor dining.

Post #4
You can make a lot of money, a little extra money or just be a enjoy the discounts..what is
keeping you from saying yes?

A Al

Party Post #5

One of the ways that we waste money is unplanned eating out/carry out. Our Micro Pro Grill
is such a time saver! It's awesome for sandwiches, pizza, grilling meats and veggies, cakes,

\ quiche, casseroles and desserts!

Party Post #6

! Highlight verbiage and use e e o8 et e s
CTRL C to copy.

Post #7
Guess for 1 entry into the prize drawing...Closest to the correct answer gets 5 entries!

2 Open up your Word doc an

use CTRL V to paste. Mac teats:

Command-C to copy
Command-V to paste
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Fil@name: | March Party Post Verbiage

Authors:  Sales2 Tags: Add atag Title: Add a title

[] 5ave Thumbnail

A Hide Folders Tools Cancel
3 Click SAVE to save file



Hold down the

CONTROL KEY
For Windows and...

cC - Copy

Paste

Cut

A - Select ALL
R| = Refresh Page
L | - Highlight URL
F | = Find

S - Save

P| = Print

T, > NewTab

w| - Close Tab

z - Undo
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Cut, copy, paste, and other common shortcuts for MAC

Command-X: Cut the selected item and copy it to the Clipboard.

Command-C: Copy the selected item to the Clipboard. This also works for files in the Finder.

Command-V: Paste the contents of the Clipboard into the current document or app. This also works for files in the Finder.
Command-Z: Undo the previous command. You can then press Shift-Command-Z to Redo, reversing the undo command. In
some apps, you can undo and redo multiple commands.

Command-A: Select All items.

Command-F: Find items in a document or open a Find window.

Command-G: Find Again: Find the next occurrence of the item previously found. To find the previous occurrence, press Shift-
Command-G.

Command-H: Hide the windows of the front app. To view the front app but hide all other apps, press Option-Command-H.
Command-M: Minimize the front window to the Dock. To minimize all windows of the front app, press Option-Command-M.
Command-O: Open the selected item, or open a dialog to select a file to open.

Command-P: Print the current document.

Command-S: Save the current document.

Command-T: Open a new tab.

Command-W: Close the front window. To close all windows of the app, press Option-Command-W.

Option-Command-Esc: an app.

Command-Space bar: Show or hide the search field. To perform a Spotlight search from a Finder window, press
Command-Option-Space bar. (If you to type in different languages, these shortcuts change input
sources instead of showing Spotlight. Learn how to )

Control-Command-Space bar: Show the Character Viewer, from which you can choose
Control-Command-F: Use the app in full screen, if supported by the app.

Space bar: Use to preview the selected item.
Command-Tab: Switch to the next most recently used app among your open apps.
Shift-Command-5: In , take a screenshot or make a screen recording. Or use Shift-Command-3 or Shift-

Command-4 for screenshots.
Shift-Command-N: Create a new folder in the Finder.
Command-Comma (,): Open preferences for the front app.


https://support.apple.com/HT201276
https://support.apple.com/en-us/HT204014
https://support.apple.com/guide/mac-help/type-language-mac-input-sources-mchlp1406/mac
https://support.apple.com/guide/mac-help/change-a-conflicting-keyboard-shortcut-on-mac-mh35591/mac
https://support.apple.com/kb/HT201586
https://support.apple.com/guide/mac-help/view-and-edit-files-with-quick-look-mh14119/mac
https://support.apple.com/kb/HT201260
https://support.apple.com/kb/HT201260
https://support.apple.com/kb/HT201260
https://support.apple.com/kb/HT201361

Disclaimer

Please keep in mind that there are many different versions of
devices therefore instructions may differ a little.

Google is always a great tool to search for more or updated
instructions and/or videos on “how to do”...really anything.



