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Computer Basics 2 
 

Files and Folders 
 Files – general term for anything saved on your computer, such as 

a Word document, picture, song, Power Point slideshow, PDF, etc.  

 Folders – a way to organize your files and group similar things together. Think of them like 
drawers in a dresser and your files are your clothes: how you decide which clothes go in which 
drawer is up to you – including if you even have multiple drawers or it’s just one big chest into 
which you throw everything.   

My Documents 
 Where your saved files go in your computer. You can create folders inside My Documents to organize your 

files further. 

 Opening My Documents 

 Start button Ą click on My Documents (or Documents if your operating system is newer than XP) in 
the flyout menu…. 

 ….OR, right-click on the Start button and choose “Open Windows Explorer” 

 Looking at My Documents 

 If you’re still using the XP operating system, click on the Folders button so the left column displays 
your computer’s folder structure.                                    

 

 The Folder structure includes only folders, not files. When you click on a folder in that left column, 
the contents of that folder, including all files, displays in the larger area to the right of the folder 
column. 

 The plus and minus signs (or triangles if your operating system is newer 

than XP) can be clicked on like a toggle to display or hide any folders 
that are inside that folder.  

 

 

 

 

 When a folder is indented and directly under a higher folder, that 
indicates the lower, indented folder is inside the higher folder.   
ΨNŜǎǘΩ ŦƻƭŘŜǊǎ as an organizational tool.  EX: you may have a folder called 



Computer Basics 2- Organizing & Customizing      Appleton Public Library  /  225 N. Oneida Street,  WI 54911  /  (920) 832-6173   (2011)  page 2 of 2 

 

Recipes. Inside that folder you create one called Desserts and inside that folder 
create one each for Cakes, Cookies, Fruit, Pastry, etc… You should create and ‘nest’ 
folders in whatever way makes organizational sense to you.  

 The top of Explorer’s My Documents screen consists of a file path bar, similar to the 
address bar in an internet browser. File Paths are the route you take to find your file; 
they show the location of your file within the folder structure.                                                                                                                      
For example  C:\My Documents\WorkAtHome\reports\2011report.doc 

  

Creating & Organizing Folders in My Documents 
 Creating 

 XP 
1. Make sure in the left, folder structure column you are clicked on 

the folder in which you want to create another folder. 
2. Go to File (menu) Ą  New  Ą  Folder 
3. Type the name of your new Folder; press “Enter” on the keyboard. 

 Windows 7 
1. Make sure in the left, folder structure column you are clicked on 

the folder in which you want to create another folder. 
2. Below the file path bar at the very top, click on New Folder. 
3. Type the name of your new Folder; press “Enter” on the keyboard. 

 Organizing 

 Files and folders can be dragged-and-dropped into other folders. 

 If you drag and drop a folder, all other files and folders inside it will move as well. 

 Be careful! You could unintentionally put files or folders somewhere you didn’t want to if you aren’t 
careful releasing the mouse button when it is time to ‘drop’ your items.   

Add to and Remove Shortcuts from the Desktop  
1. Find the program you want in the Program list, OR the file you want in My Documents 
2. Right-click on it  Ą  Send to  Ą  Desktop (create shortcut) 

                                              
 

Change the Desktop Background 

 If the image is saved on your computer, right-click on it and choose “Set as desktop background.”               
(You can also go into the Control Panel.) 


