
Last week we covered Files/Folders and My Documents. This week in the basics of using your 
windows PC, how to organize your files, folders and shortcuts will be the topic. 

 
Benefits Of Organizing Files and Folders 
Each program you install creates its own folder on your Hard Drive where it keeps most 
of its files. This helps your PC to find the right files to use when running a program. 
Keeping files organized in folders can also help you when you are working with your 
PC. You can use folders to sort your files into separate categories, and place shortcuts 
to your favourite programs on the Desktop for easy access. 
Knowing how to create, move, copy and delete folders and shortcuts can help you 
arrange your files much more efficiently, and allow you to easily find the files you are 
looking for.  
Creating Folders 
Double-click the My Documents icon on your Desktop. This is where your files and 
folders are stored. 
To create your own folder, click File in the menu at the top of the window and select 
New then Folder. You could instead right-click on any of the white space in the window 
and select New then Folder to quickly achieve the same result. 
You should see a folder entitled 'New Folder' appear. It should already be highlighted in 
which case you can start typing the name you want to give the folder, then press the 
Enter key to confirm. You can call the folder whatever you want, for the purpose of this 
example name it Test Folder. 
If you ever need to change the name of a file or folder, just right-click it and select 
Rename.  
Putting Files Into Your Test Folder 
Double-click on your new folder to see its contents (at the moment it will be empty). To 
copy some files into the Test Folder, open a new window by double-clicking the My 
Documents icon again and navigating to the files you want to copy. For this example, 
just find some music or picture files you have.  
To move these files into the new folder, you can just click and drag each one from the 
new window to the Test Folder in the old window. If you hold down the CTRL key as you 
click and drag, the files will be copied rather than permanently moved. To move a file 
back, just click and drag it back to its original folder. 
You can select more than one file at once by holding CTRL and clicking once on each 
file you want. Then if you just drag one of the highlighted files they will all be moved. To 
quickly select all of the files in a folder, click to select the first one as normal, then hold 
down SHIFT and click once on the last file. 
Instead of dragging, you can right-click on selected files and choose Cut, then right-click 
somewhere inside the new folder and Paste. If you choose Copy rather than Cut it will 
create copies rather than moving the original files.  
Changing Folder Views 
You can change how the files in a folder appear by using the View menu at the top of a 
window. Try experimenting with the different views (such as Thumbnails, Tiles, Icons, 
List, Details) to see which you prefer to work with. For example, the Details view gives 



you lots of information about the files. Using the Thumbnails view is useful for 
collections of picture files as it displays a gallery of small thumbnail previews of the 
image.  
 
Moving/Deleting/Copying Files And Folders 
The menu that appears when you right-click on a file or folder gives you access to 
useful options such as Cut, Copy, Delete, Rename, as well as Properties which gives 
you more information about the files. 
You can delete, cut, copy, paste and drag folders just as you can files. Remember that 
all files inside the folder will be moved or copied too.  
Creating Shortcuts to Files and Folders 
From the menu that appears when you right-click a file or a folder, you should also see 
an option to Create Shortcut. If you click this option, a shortcut will be created which 
points to this file or folder. 
If you double-click a shortcut, it has the same effect as double-clicking the folder or file 
the shortcut is pointing to. It is actually a link which directs Windows to a certain file or 
folder.  
For example, if you right-click on the Test Folder and Create Shortcut, a shortcut will 
appear. Shortcuts look like the file or folder they are pointing to, except that they have a 
small arrow in the bottom-left corner.  
A shortcut like the one you have just have created for your Test Folder isn't of much use 
if it's in the same place as the original file or folder. Instead, drag (or Cut and Paste the 
shortcut like you would a file or folder, to somewhere more useful for example the 
Desktop. instead, if you right-click a file or folder and select Send To then Desktop 
(Create Shortcut), this will automatically create a shortcut and place it on your desktop. 
You could also create a separate folder on your desktop if you want to store your 
collection of shortcuts all in one place for easy access to your favourite files. 
 
That is it for the basics of using your windows PC series article. Next week I will be 
covering how to Clean Out and Clean Up Files. 
 

Hometown Computer Services hope you have enjoyed this weeks computer article. Please stop 
by my shop or call/email anytime if you have questions. Our hours are 10am-7pm M-F and 
10am-3pm Sat. 

 


