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[Please read this article with your computer! DO the steps and you will find it all much easier to understand. Otherwise you will forget. Trust me on this.] 

This is the third of a series of articles on the basic use of Windows Explorer (known as File Explorer in Windows 10).  In the previous articles we looked at the basic window layout when you open this app or program and we also talked about the two “panes” in this app window – the “Folder List” in the left pane, and the contents of a folder displayed in the right pane. In the second article we looked at the different VIEWS you can use in Windows/File Explorer and why I recommended the “Large thumbnail” view for pictures and the “Details” or “Detailed List” view for all other files.  

Once you have learned how to explore your files and folders, how to FIND a file or folder you want, then you can WORK with that file or folder.  Every file / folder has a NAME. You cannot have two files with the SAME name in the SAME folder. FILES take up computer space and contain data and information. FOLDERS are LOCATIONS in your computer or memory device. 

Now open the Windows File Explorer app or program and find “Documents” (or “My documents”) in the left pane and click on it once to open the contents of the Documents folder in the right pane. You should be saving all your documents and most files here. To SELECT a file for some action, left-click on it once in the right pane and the file name should be highlighted. (NOTE: If you double-click on a file name your computer will try to OPEN that file using your computer’s default program or app for that file type).  When people say “click” using the mouse, they always mean a LEFT-click.  A “right-click” of the mouse is specifically stated as a RIGHT-click.

DELETE A FILE

Ok, let’s say you want to DELETE a file. As usual, there is more than one way to do the same thing. If you RIGHT-CLICK your mouse on the file name a menu of choices will appear for you to pick from.  One of these choices will be “Delete” – and, if you CLICK your mouse on “Delete” it will delete the file! (Another way to delete a file after you have selected or highlighted it is to left-click on the MENU option(s) at the top of the window).  A file deleted from your C-drive will be placed in your Recycle bin from which you can restore it if you change your mind. This “Right-clicking” the mouse thing is really helpful in a great many places on your computer – whatever you right-click on, a menu of choices will appear.  For example, if you right-click your mouse on your desktop screen you will get a menu of choices of things you can do with your desktop.  If you right-click on an icon you will get a menu of choices of what you can do with that icon. To make this pop-up menu go away without making any choices, simply left-click OFF of the menu.  So, to delete a single file, highlight the file by clicking on it (in the right pane of the window), then RIGHT-click on the file to get the menu of choices, then click on “Delete”.

You need to understand how to delete files from other memory devices too.  Suppose you have a small drive or a thumb-drive, camera or memory card is plugged into your computer – how do you delete files from them?  Well, the same way.  All you have to do is FIND the files.  And we discussed that in a previous article.  Remember ALL FOLDERS are listed in the LEFT pane of the window – simply scroll down until you find the memory device listed and click on that device (the entire memory of the device is one big folder) and the contents will appear in the RIGHT pane of the window.  Click on the folders to open them, etc., until you find the files you want to delete.  Files deleted from other memory devices (that is, NOT your C-drive) will NOT go to your Recycle bin, they WILL BE DELETED.  So be sure before you delete anything.

MOVE or COPY A FILE TO ANOTHER FOLDER

To MOVE a file simply DRAG the file to another folder.  Dragging means placing your mouse arrow pointer ON the file name you want to move, HOLD DOWN the LEFT mouse button and, while you are holding it down, MOVE the mouse until the pointer is EXACTLY pointing at the destination folder.  Then let up the mouse button.  You can drag ANY file and drop it into ANY folder.  But be careful!  Only move and copy files to YOUR folders (Documents, Pictures, etc.).  Yes you can drag and drop a document file into a pictures folder, it is up to YOU to keep your files where you want them, the computer does not restrict your moving files. The starting folder is called the “origination” folder and the receiving folder is called the “destination” folder. If you DRAG a file from one folder to another you are MOVING the file and it will no longer be in the origination folder.  But if you DRAG a file from a folder on one memory device, such as your C-drive, and drop it in a folder on ANOTHER memory device, such as a thumb drive, then it makes a COPY and the original file will still be in the origination folder.  The file will now be in TWO places.

To ALWAYS make a COPY of a file, drag it while holding down the “ctrl” key on your keyboard, then it will ALWAYS make a COPY.

While you are DRAGGING the file, as you move the mouse you will see a small box which tells you if you are MOVING the file or making a COPY of the file and will indicate the destination folder.  When you let up the left mouse button to complete the move, make sure the tip of the arrow is indeed ON the correct destination folder!

CREATE A NEW FOLDER

This also is easy.  You should be IN the folder in which you want to create the NEW folder.  In other words, you should have clicked on the folder on the left pane into which you want to create a new folder.  The contents of that folder will be displayed in the right pane.  At the top of the window will be an icon that will create a new folder – look for it and click on it once.  A NEW folder will appear in the right pane – the NAME of the folder will be highlighted, “New folder”, and ready for you to type in the NAME you want to give it.  Every folder has a name, so give it a good one.  Do not use odd characters in creating your names, use only letters, numbers, dashes, and spaces.

TRY IT NOW

Create a new folder and try MOVING files into it, one file at a time.  Then move some of them back.  You can drag a file to a folder in the LEFT or the RIGHT pane if you can see the folder.  If you cannot see the folder you want, use the scrollbars so that you CAN see it.  But remember a folder can be IN another folder, so you may have to open a folder to see it.  Give it a try.  Try making COPIES of files, and then DELETE the copies.  Deleting files you do not need keeps your computer cleaner and easier to find what you need.

NEXT TIME we will look at how to work with MULTIPLE files – that is, deleting, moving, and copying SEVERAL files at one time.  This is exciting stuff and makes it easy to make your own BACKUPS of all your FILES on another memory device and also to DELETE many files at one time.  To get further help, go to Google and enter your question, such as: “How do I copy a file from one folder to another in Windows 10?” and you will get some great videos to watch too.  It helps to be specific with your question.

Cleaning up your computer memory of files that you no longer use will save space and keep your computer running quickly.  If you have seldom used files which you want to keep, copy them to another drive (a plugin portable drive) to free up space on your “C” drive.  Just like your car or your health, your computer needs periodic maintenance!
