
Wh a t  Ch a ra ct e r s  a r e  n o t  Allow e d  in  File n a m e s? 

You m ay on ly work in  one  opera ting syste m ; however your we b  file s will be  viewe d 
by num erous system s. There fore , it becom e s essentia l tha t you  p lay it sa fe  and  avoid  
com m on illega l d irectory and  filenam e characte rs. Som e a re  illega l because  a  specific 
opera ting system  doe sn’t support them , othe rs because  they a re  used  as va riab les 
or re se rved  characte rs. Nam ing conventions a re  im portan t in  web folders a s we ll a s 
for downloa dable file s such  as HTML file s, im ages, PDFs, Word  docum ents, and  Exce l 
spreadshee ts. Folde r and  file  nam es bu ild  out the  pa th  used  for URLs. 
 
Ille ga l File n a m e  Ch a ra ct e r s  
Do not use  any of the se  com m on  illega l characte rs or sym bols in  your filenam es or 
folde rs: 

• #  pound  
• % percent 
• & am persand  
• { le ft curly bracke t 
• } righ t curly bracke t 
• \  back slash 
• < le ft angle  bracke t 
• > right angle  bracke t 
• * aste risk 
• ? question  m ark 
• /  forward  sla sh 
•   b lank spaces 

• $ dolla r sign  
• ! exclam ation  poin t 
• ' s ingle  quotes  
• " doub le  quotes  
• : colon  
• @ at sign  
• + p lus sign  
• `  backtick 
• |  p ipe  
• = equa l sign  
• em ojis  
• a lt codes 

 

In  addition  to  forb idden  characte rs, keep  these  ru les in  m ind  whe n choosing a  fo lde r 
nam e  or filenam e: 

• Don’t sta rt or end  your filenam e with  a  space , pe riod , hyphen , or underline . 
• Keep your file nam es to  a  reasonable  length  and  be  sure  the y a re  under 31 

characte rs. 
• Most opera ting syste m s a re  case  sensitive ; a lw a ys  u se  low e rca se . 
• Avoid  using spaces and  underscores; use  a  hyphen  instead . 
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