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As you use your computer and create files you may need some help in storing and retrieving
those files. This class shows you how to create, move, organize, search for, and delete files on

your computer.

Creating a File

For this class we are going to create a file in Microsoft Word. Open Word on the desktop.
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Word 2016

Type your name on the screen.
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When opening any program on the screen, there are three buttons in the upper right hand
corner that may be of use to you. The first button will minimize the window so you can see your
desktop. The second button will make the window either full screen or partial your screen size.

The third button closes the program completely.
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Saving a File to Documents

After you type your name, click on the File Button, then on Save As, then on Browse.

Save As
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E;l This PC
- ~ Format Painter
o= Add aPlace
Clipboard G
L Browse

Account

Options

Because it is the first time you have saved this document the Save As box will open. In the left
column, click on the word Documents.

[E save As X
« v 4[5 > ThisPC > Documents > v D Search Docurnents =]
Organize - Mew folder Bl (7]

~ Name Size

v # Quickaccess You should see

ustom Office Templates
B Desktop  # your name here.
Download 3
¥ Downloads 2 If your name is
| Documents H
- here, Click Save.
=/ Pictures b4
J& Music
m Videos
[E Microsoft Word
v < >
File name: | Mary Smith - \ -
Save as type: | Word Decument ~
Authors:  LabUser Tags: Addatag
[ 5ave Thumbnail
~ Hide Folders Tools = Cancel

Your name should be in the File name box. If you want to change the name of the document,
just type — you don’t need to click in the box. As long as the words are blue you can type right

over them. Click Save. Then close the file. Your file will now be saved in the Documents folder
(which is a folder on the hard drive of your computer).
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Saving a File to the Desktop

Click the File Explorer Icon on your taskbar, and then Documents

File Explorer
Icon

In the Documents folder you should see the document you just created — look for your name.

Double click the icon to open the file.
Mame
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My Received Files
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PowerPoint
Publisher
Word
& bookmarks_2_14_17
| Buick Century
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|:| Databasel.accdb

[ This PC
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[_} Metwork

vy S
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| Pontiac Sunbird
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Click on File,

Custom Office Templates

* Format Painte
Clipboard

then on Save As.

The Save As window will open again. Click on Desktop on the right. If Desktop does not
appear, click browse, then select Desktop from the left of the window. This changes where the

computer will save the file.
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Save As

(.‘, OneDrive Today

El:l This PC Documents

wf=  AddaPlace Desktop
Browse

Account

Options

After switching to the Desktop, click Save.

Close the file by clicking in the X in the upper right corner.

You should now see an icon for your file on the desktop of the
computer.

Mary Smith

Different Views

There are multiple ways to view the contents of a folder. The actual contents will not change,
but the way you view those items will.

Open the Documents folder from the File Explorer if not already open. You will see the
contents of the folder displayed.
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To change the view, click on the View tab from your ribbon.

=R L] = | Documents

“ Home Share View

E [TH Preview pane [ Extra large icons & Large icons l Group by ~
[TH Details pane <5 Mediumicons [ Smallicons - [Ti] Add columns =
Mavigation A o " _ Sort
e ZE List 122 Details T by~ o Size all columns to fit
“ ~ 4 & » ThisPC » Documents »

"
v 3k Quick access Name C

[ Desktop Snaglt Catalog
@ Mary Smith.docx

wow

|| Documents
File Maintenance Win 10

Patron Class Sign-ups

~ [ This PC
B AppleiPhene
[ Desktop

%= Documents

Choose another option from the list that appears. ~ View
The options for icons are useful when viewing a folder e

full of images. cs| Medium icons  [EE Small icons -
FEE List == Details

4|

Choose a few options from the list to see what
happens.

If you need to, maximize the window to see all the available information.

&)

In the Details view, you can sort the files by Name, Date, Size, etc. by clicking on the
appropriate words at the top of the column.

This PC » Docurments

.
@ Date modified Type E

Snaglt Catalog LG0TV TS AN File folder
E:l Mary Smith.docx 3/28/2017 838 AM  doo_auto_file 12 KB
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Storage

Storage devices allow you to save your files and take the information from computer to
computer.

Flash Drive

A thumb drive, jump drive, flash drive, or USB drive will hold a large amount of data and is
easily portable. It can hold between 128 MB and 4+ GB.

External Hardware — Another icon you may run across in your system tray quite
often is your external hardware icon. This icon only shown when you have a piece

of external hardware plugged in. Examples include things like flash drives, digital Ir
cameras, external hard drives, etc. When it's time to remove the device, it is
recommended that you tell the computer to stop the connection with the device.
That way your hardware isn’t damaged when you pull the device out.

To stop the device, left click one time on the external hardware
icon. Choose which device you would like to remove, and left
click on it one time. (Flash drives are commonly called USB Mass -
Storage Devices.) You will be informed when it's safe to remove

the device from the system tray area.

s Open Devices and Printers

Eject DataTraveler 2.0
- WORK FILES (F:) h‘

Cloud Storage

“Cloud” storage means saving to a website that you have an account with. This will allow you to
access your documents, photos, etc. from any computer after you have logged into the website
with a username and password. You can access cloud storage through a desktop, laptop, smart
phone, etc. Examples of cloud storage include websites such as Google, Dropbox, and
Microsoft's OneDrive (formerly known as SkyDrive). Most of these websites will give you so
much free storage but if you need more then you can purchase it for a low cost.

e o

SaZ
A= .Q i
‘Cloud Storage /.
oo K ‘é _ ‘/
™~ ,0') '~
‘ =y

Measuring Storage
What's the difference between Megabytes and Gigabytes?

1,024 Kilobytes (KB) = 1 Megabyte (MB)
1,024 Megabytes (MB) = 1Gigabyte (GB)
1,024 Gigabytes (GB) = 1 Terabyte (TB)
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Saving to a Flash Drive

Double click on the icon for your document on the Desktop to open it.
Click on the File Button, then on Save As, and then click Browse.

OngDrive - Personal
L .__l'* 6 jmcdants1 @hotmail.com
Paste _ -
- ¥ Format Painter ‘T Thifpc
Clipboard i + Adb a Place
L
Browse

Account

Options

In the box on the left, find the item called This PC. Your flash drive should be listed here once
- yOu have inserted your flash drive. (It may be called Removable Disk, Kingston, or the name
of your flash drive’s manufacturer.)
[E Save As X

&« v 4 aa > USBDrive(F) ~ O Search USB Drive (F) o
Organize = Mew folder == - 9

@ Documents 2 Mame Date medified Type Size
‘ Downleads
Jﬁ Music

Class Folder 3/10/2017 %34 AM  File folder

&= Pictures

m Videos

“im Local Disk (C:)
= USB Drive (F:)
= — USB Drive (F:)

Class Folder v < >

File name: | Mary Smith -

Save as type: | Word Document v

Authers:  LabUser Tags: Addatag

[15ave Thumbnail

~ Hide Folders Tools  ~ Cancel

Click on the Save button and close the program. Your document is now on your flash drive.

Accessing Different Drives.

Now that you have a document saved on your flash drive, how do you access it? Click the File
Explorer icon on your taskbar.
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Your computer’s list of drives will appear.
¢ You have a drive called Local Disk (C:),
which is where all of the information on
your computer is stored.

I/ | = | ThisPC
Computer View

J P2 . - E]u
- - {® System properties
Properties Open Rename  Access Map network Adda network  Open
mediav  drive~ lacation Settings 78 Manage
« « 4 B ThisPC »
~ 3 Quick access ~ Folders (6)
9 Desktop
=
File Maintenance Win 10 ) P | Dosuments J Dovriosds
Patron Class Sign-ups
Timesheets Pict

~ O ThisPC
[ Desktop

£ Documents

ictures Videos
=

~ Devices and drives (3)
Local Disk (C:)

(F)

v | Search This PC

J§ Music

DVD RW Drive (E)
~

I

3 Downloads £0.7 GB free of 111 GB

D Music

b 898 MB free of 978 MB

= Pictures

B Videos

‘i, Local Disk (C:)
= (F)

- (F)

¥ Network

e The DVD Drive (D:) is the part of your
computer that reads and writes to CDs and
DVDs.
¢ Flash drives that you plug in will also be labeled with letters of the alphabet. Here, there

are several plugged in (E:, F:, & G:). The bar below the drive lets you know how much
used and free space there is.

Double click on your flash drive icon to see what is saved on it.

DriveTools  (F:)

- X
Home  Share  View Manage (2]
T} New item ~ ﬂ— Ope FH select an
- £ Easy access - E Select none
Pin to Quick te Delet e New Properties
o P Sres (@ Histoy | 28 invert selection
<« v P = THisPC > (F) v h (F »

Class Folder
(B Mary Smith.docx

Patron Class Sign-ups
Timesheets
~ [ This PC
B Desktop
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Other Ways to Save to a Flash Drive

Sometimes you would like to send items other than Word documents to your flash drive (folders,

pictures, movies, etc.). o

Open the File Explorer By B > ¢ B X = @ e | [ o B

W Copy path £7] Easy access ~ Ed Select none
H Pinto Quick Copy Paste _ Move Copy Delete Rename  New Properties
WINAOW. aceess [] Paste shortcut  to=  to- . folder - [@History 28 invert selection

« v A » ThisPC » Documnents » Class Folder »

Choose a folder or other item Home - Detemodified  Type e

# Quick access

and right click on it. Point I Desitop Chevrolet M Filefolder
File Maintenance Win 10 Custom Office Templates File folder
your mouse to Send to and S 5ed  open il
left click th f N Ml Gen i newswindow i AM  File folder
€Tl ClICK on the name of your My 1 1AM File folde
= v Pin to Quick access
H H This PC My AM  File folder
flash drive (i.e. Removable § W1 adato LC medeplyes Pyt
. I Desktop v Play with VLC media player o
D k My EPM  File folder
IS ) | Documents Scan with Windows Defender...
‘ Downloads Pow| Il AM  File folder
! publ ¥a Scanforviruses b AM  File folder
. . b Music Wor| W Move to Quarantine [ AM  File folder
A CcoO py Of your |tem W|” be ;"“‘”’ES ;]mw Share with 5 |AM  Chrome HTML Do 41KB
. Videos Buic ) AM  doc_auto_file %K8
z _aute f
sent to your flash drive. The . T i N
1A 1 H - F [ Buic AM  doc_auto file 26 KB
original one will stay in place Dlon]  Pntesr A i e
on your Computer_ = [ che{  Sendto > @ Bluetooth device
& Network [ Chef Cut I Compressed (zipped) folder
[ Data @ B Desktop (create shortcut)
) Ford Paste [ Documents
[ Ford B Fex recipient

. Ford Create shortcut : .
Creating Folders o e
e — 2 DVD RW Drive (E)
'oni
= (F)
[ Poni

Properties = =
In the Documents folder under A e

the Home tab, click on New — - - =
Pin to Quick Copy Paste  _ o Delete Rename Mew
F0|der access [2] Paste shartcut - folder
&« “ 4 = » ThisPC » Documents »
v 3 Quick access Mame
[ Desktop Chevrolet
| Documents Custem Office Templates
File Maintenance Win 10 Excel
X MailMerge
Patron Class Sign-ups
My Data Sources
v [ This PC My Digital Editions
Bl Nesltan b Media
Documents library
The computer will make a new folder for you. Includes: 2 locations
-

Type a name for the folder and hit the Enter key. Name
-
. Pontiac
| Power Point Class
| Publisher
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Renaming Files

To change a file’'s name (but not its contents) right click on the file and select Rename.

OR RN + | Documents
“ Home Share
Click on the Home tab and choose Rename. = »
Pinto Quick Copy Paste R
The file name will change so that you can edit € o BT
it. Just type the new file name hit the Enter # Quick access
[ Desktop

key.
. y |%=| Documents
E Size _
File Maintenance Win 10
Patron Class Sign-ups

[ This PC

The name will change to whatever you type.
Moving Documents into Folders

Now that you have a new folder you can begin organizing your
documents by placing them in the folder.

Using the mouse, click on the document you wish to move. Hold
the mouse button down and drag the icon on top of the new
folder icon.

Let go of the mouse button and the computer will move that
document into the folder.

View

Wil Copy path

B x ) New item

Delet:

=]

Rename

e

Move Copy
to~ tor

1 ] Easy acces
New
folder

Documents

MName

Chevrolet

Custom Office Templates
Excel

MailMerge

My Data Sources

My Digital Editions

B hAardis

Documents library
Includes: 2 locations

-
Name

mai| 174
@ My L
My Re
Pontia.

Power Point l-} Move to Pontiac |
Publisher

frer

Open the folder to make sure your document has been moved successfully. Double click the

folder icon to see if your document is in that folder.

Oops! | made a mistake. What do | do?

The quick and easy way to undo a mistake is to press
the Ctrl and Z keys at the same time. This will place

E Il [+ @Q = | Documents

H 5h Vi
your file back in its original location. Ctrl + Z is the o " -
shortcut for the undo function. If you can’t remember i
which keys to press, the undo function can be added Binto Quick Comy e Copy path
to the quick access toolbar the top of the File sccess ] Paste shorteut
Explorer window.
= v A & » ThisPC » Documents
7 Quick access Name
I Desktop Ck
2, SN CL
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How do | move files into folders | can’t see? B[ | Dk
“ Home Share View

2 do Cut I =
i = ! = B copy path ¢ T x )
ck Copy Paste N - Maove | Copy Delete Reni
You can always cut and paste. tor | tor -
o _ Clipbaard — B Documents
¥ Downloads E & Pictures I
¥ Left click on the file you wish to move so that it turns 4 Documents p—-— ; !
=/ Pictures Videos
blue D Music Bl Desktop
h 7 L = B videos ¥ Downloads
- 3 :
W O ® &y
= b music
Snow 029.jpag Pumpkin Weather D-Tgpkfp | Pt
g Pictures.ppt ] Documents . c:m caton
Bread.doc B[ ¥ oo
B Music
/¥ Inthe Bl ...
Home tab, Select Cut. (Select Copy if you B
wish to have two copies of the file instead of R o e
moving it.) acees
&« « 4 |5 » ThisPC » Documents
#F Quick access Mame

¥ Navigate to the folder you wish to place your
file in. Once you have opened that folder, click on the Paste option in the Home tab.

Searching for Files

. X 0 [::) Filters \/
To search the computer for a file, click
on the Search Box on your taskbar, Best match
next to the Windows Icon. From here, = Mary Smith.docx

Microsoft Word Document in Documents
Last modified: 3/27/2017

you can search for anything stored on
your computer. N
Type the file name, if you know it, or e Ll
search for a phrase that is in the file Search suggestions

itself. It will automatically search your £ mary-ses
computer and display results in the
Start menu, itself, when you stop

typing.

mary fl
mary kay
marykayintouch

mary kay cosmetics

The computer will find all the files that
contain all or part of the file name. In
this case, it only found 1 document that
included the name “mary” in the file
name. To open that document, click on
it from the list.

marysville prison
marysville journal-tribune

marymount hospital

0
0
0
0
0
0
0
0

maryland square shoes

many|
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Moving a File to the Recycle Bin

If you no I(_Jnger negd a f|_Ie you can move it to the = x __ﬁ L New ite
Recycle Bin to get rid of it. ¢ £7 Easy ac
Move Copy Delete [Rename MNew
. to~ o~ < folder
From the Documents folder, click on the document i
you want to delete. Then click on the Delete Orga g | Recyde
button on your Home tab in the ribbon, or press its M Permanently delete
the Delete key on your keyboard. | ———
(Note: You must click the drop down arrow and Marme
click “show recycle confirmation” to get the Chevrolet
. . EVTo
warning message to delete files)
Custom Office Templates
Excel
The computer will check to be sure that this is what you want to do.
Delete File bt
Are you sure you want to move this file to the Recycle Bin?
o
Mary Smith.docx
Type: doox_auto_file
quthors: LablUser If it is, click Yes.
Date madified: 3/28/2017 8:38 AM
Yes Mo
Note: Deleting files from a _
flash drive will permanently Delete File
delete your files as it is A " v delete this file?
Indlcated |n the message bOX T2 YWOuU SUre you want to permanenthy delete tnis e
shown on the right. Your files X Mary Smith.docx
will not be sent to the Recycle Type: doo aute file
Bin Size: 0 bytes
Yes Mo

Exploring the Recycle Bin

If you need to see what files you have put into the Recycle Bin, simply double click on the
Recycle Bin from your desktop to see its contents.
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Recycle Bin

This box shows the contents of the Recycle Bin. You should see the file you just deleted.

= ] + Regycle BinTools  Recycle Bin

“ Home Share View Manage
By _«
& E ha
A L

Empty RecycleBin  Restore Restore the
Recycle Bin properties  all items selected items

3 v 4 & » RecycleBin

# Quick access bookmarks_2_14_17.html
. Chrome HTML Document
I Deskiop 10.5KE
= Documents
File Maintenance Win 10 Chevrolet

Patron Class Sign-ups

[ This PC Custom Office Templates
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[ Desktop doc_auto_file
%] Documents 255KB
‘ Downloads
My Digital Editions
J Music

] Pictures Pontiac Sunbird.doc
Videos doc_auto_file
255K8

%, Local Disk ()

Pumpkin Cranberry Bread.doc
- (F) doc_auto._file
71.0KB

- (F)

¥ Metwork

Restoring Files from the Recycle Bin

Buick Century.doc
[|E _al |I|: _file

Chevrolet Camaro.doc
[|E _al |I|: _file

Databasel.accdb
accdb_auto_file
348 KB
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tlc _al nc _file

My Media
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tlc _al nc _file
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PNG File
——— 916KE

Buick Regal.doc
doc_auto_file

25.5KB

Chevrolet Chevette.doc
doc_auto_file

235 KB

Excel

=88
Tt i)

MailMerge
My Received Files
L‘- PowerPoint

| word

buussiong]
i)

(&) Search Recycle Bin

Buick Rendezvous.doc
dt: _al |t|: _file

Chevrolet Impala.doc
dt: _al |t|: _file

Ford Explorerdoc
dc _a |tr. _file

My Data Scurces

Pentiac Grand Prix.doc
t\c -_al |tc _file

Publisher

recycle.png
PNG File
— 11oke

If you spot a file in the Recycle Bin that you do not want to permanently delete, click the file and

select Restore this item under the Manage tab in the ribbon.

If you want to put all files back in

their original place, click on Restore all items. The computer will put the item(s) back in the

prior location.

Emptying the Recycle Bin

If you are sure you no longer need any of the files in the Recycle Bin, click on Empty the
Recycle Bin. Your files will be permanently deleted, so be sure you are ready to get rid of

those files!

Removing your Flash Drive

It's best not to just pull your flash drive out of your machine when you are done. That may
damage the device. When you are finished using your flash drive and would like to remove it,
first click on the device icon from your system tray. In our case, it is hiding. Click on the Up
arrow to display hidden system tray icons.
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In the window that appears, click on the device icon.

Click on the device you would like to eject. rjs Open Devices and Printers

- Eject Mass Storage

A message will appear, letting you know is it is
safe to remove the device.
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