Moving items to a folder for emailing

1. Create afolder for all of the items you wish to email.
a. You can do this by either right-clicking where you want the folder, going to “New” and

“Folder” or within the window below, click “Make a new folder” in the left-hand

column.
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Name your folder something related to the items you are saving so that you will be able to easily
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Find the items you wish so move to the new folder. If they are all in the same location you can

identify them later.

move them all at once by holding down the “Control” key and single-clicking each item you wish

to move. (The items will be highlighted if you have selected them properly-see below.)

~— o

};a
Qeeck - () (F Oseach | Foders [T~ i@ Foldersync
25 | C:\Documents and Settings|emisegadis|My Documents|Clicker StuffiChckers 101\documents :] Go
File and Folder Tasks 3 _|'= d(w S ptesmker MW Mm%ﬂmm&ﬁm...
] 12 KE 7,460 KB

Ay Move the selected kems
) Copy the selected ems i

] :In:kers ialstudem m.tlne
o to the Web N =13

Publish the selected items -
) E-malithe sefectad Eas ~ cps_for_powerpoint_07_quick... W] &) Peenons
W Delete the selected tems Adabe Acrobat Docurne I rosoft Office

cps_for_powerpoint_07_quick. ..

13 )

2 . ~ €ps_reports
Other Places ,J Chckers 101 Ej{ Adobe Acrobat
) Cickers 101 Liaan 1T
L) My Documents = % demo_cps_for_powerpoint @ 4 summer_08_clicker_project_re...
i@ My Computer —= ;:c;:%soﬂcﬁtemmh... l ft Office Wiord 97 - 2

‘ﬂ My Network Places

L‘E clicker lesson plan
Muosoft Offics Word 97 - 20...

»

Details
3 tems selected.

Total File Size: 7.43 MB




4. Now click “Move the selected items” on the left or “Move to Folder” under “Edit” in the toolbar
and browse to the new folder you just created and click “Move.” Remember, if you are moving

image files, you may need to re-link these images in your documents before going to Step 5.

5. Now you need to “zip” the folder by right-clicking on the folder, going to “Send to” and
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Select the place where you want to move these 3 items, Then
click the Mave button.
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You can now email this “zipped” folder to the intended recipient.




