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Introduction

Folders are used extensively in website management to help
keep your site organized and manageable. Folders contain Process Summary
content pages, images, templates, cascading style sheets, etc.
This document will show you how to create a folder, move a

folder and delete a folder. Move a folder

Delete a folder

Create a folder

folder, the folder name becomes part of the URL string. For
example, it is usually not a good idea to have too many nested
folders (folders inside of folders). NEVER put your landing (home) page (default.htm(l),
welcome.htm(l) or index.htm(l)) in a folder because the browser will not find it.

0 Whenever you add a folder and put content pages in the

Create a folder

1. In the Folder List task pane, click the root directory if you want the folder on the top level of
the main site (Fig 1, 1).

2. Click the folder of your choice if you want to create a folder within an existing folder (Fig 1, 2) in
the Folder List task pane.
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3. Click the New Folder icon on the Folder List task pane (Fig 2, 1).
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4. A new folder is added to the location you designated (Fig 3, 1).

5. Start typing to change the name of the folder and press Enter on your keyboard.
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6. To change the name of the folder at any time, right-click on folder and choose Rename
(Fig 4, 1).
7. Type in the new folder name and press Enter on your keyboard.
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8. You can now add items your folder.

Remember if you have content pages in the folder, the URL string will need to incorporate the folder
name in the path. For example, if you have a page called test under the main root, the URL would
be http://pages.towson.edu/username/test.html. If you moved the test page into a folder named
TestStuff, the URL would change to http://pages.towson.edu/username/TestStuff/test.html to get to
the same page. Note the path has to be exact.

You should also avoid spaces in your folder name because some servers handle a space by putting in
a %?20. This makes your URL look messy. For example, if your folder name was Test Stuff, the URL
displayed would be http://pages.towson.edu/username/Test%?20Stuff/test.html.
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Move a folder

1. Click the folder, hold down the left button on the mouse and drag the folder to the desired
location (Fig 1).
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2. Release the left button on the mouse.
3. The folder is now nested inside the desired folder (Fig 6, 1).

SharePoint Designer will automatically compensate for any links you may have set up. If you do this
outside of SharePoint Designer you will break your links! Remember if you have any content pages
inside a folder and you move the folder, the file path changes and so does the URL.

Figure 6
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Delete a folder
1. Right-click on the folder you want to remove.

2. Click Delete (Fig 7, 1).
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3. The Confirm Delete box will open (Fig 8).
4. Click Yes (Fig 8, 1) and the folder with all its contents will be removed permanently.

Pl ease not e, you cannot ffundoo this action. |t is recommende
and before any major changes to your site.

Figure 8
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