
Log in to your account.

If you are a Publisher, you will see the Project Manager tab.

If you do not see this tab, and want to manage activities for your whole school or
district, contact the account administrator.

Click the Project Manager tab.

You will see the Project Manager page.

Click the folder of your organization.
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Click the Plus button in the Folder header.

You will see the Add a New Folder dialog.
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Type a name for the folder in the Name field.

Click the Submit button.

You will see the folder added to the organization projects folder.
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