
Exploring 

Creating Folders  

Click Windows Explorer on the taskbar at the 

bottom. 

 

Double click Libraries in the navigation pane 

 

Click Documents in the file list 

 

 Click the New Folder button on the 

command bar or right+click on any blank 

space and select new folder.  

 Type the name for the folder. 

 Press Enter or click anywhere on the 

desktop to confirm the folder’s name. 

 

Other Folder Options  

Rename a folder or file 

 Right-click the folder or file you want to 

rename and choose Rename.  

 Type the new name. 

 Press Enter or click anywhere on the 

desktop to confirm the new name. 

Move a folder or file 

 Drag the object from its old location to the new location. 

–OR– Cut the object and paste it into the new location. 

Create a shortcut 

 Click once on the file or folder for which 

you need to create a shortcut. 

 Right-click the file or folder and 

choose Send to→Desktop (create 

shortcut).  

 Move the shortcut to a new location if 

you like. 

Add folders to the Favorites list 

 Open an Explorer window. 

 If necessary, use the separator bar to adjust the size of the 

Favorites list. 

 Locate and select the desired folder. 

 Drag the folder or its icon from the address bar to 

the Favorites list. 

Delete files or folders 

 Click once on the file or folder you want 

to delete. 

 Press Delete and click Yes to send the 

objects to the Recycle Bin.  

Permanently delete files or folders 

 Right-click the Recycle Bin icon and choose Empty 

Recycle Bin.  

 Click Yes to confirm the deletion 

  



Organizing Files - Directions for Saving files 

 When the save dialog box opens, Double 

click Libraries in the navigation pane. 

 Double click the corresponding library 

where you would like to save the file 

 Type in the author name, add tags and 

titles if you like. 

 Click Save 

 

Downloading Files - Directions for Saving files 

To download a file in Internet Explorer, you can 

either click on the file, or if necessary, you may 

need to RIGHT click the file and select Save 

Target As… 

 

If asked, click SAVE. If you click open, then you 

would need to File>SAVE with the file you 

opened if you decide you want to keep a copy. 

 

1. When the save dialog box opens, Double 

click Libraries in the navigation pane. 

2. Double click the corresponding library where 

you would like to save the file 

3. Type in the author name, add tags and titles 

if you like. 

4. Click Save 

 

Folder and File Shortcuts 

Ctrl + Alt + Delete 

This will take you to a blue screen that will allow you to switch users, 

log off, lock the computer, change a password & start the task 

manager.  You will also have access to shut down options. 

Windows + Tab Create a fan of all open windows and easily toggle between screens 

Windows + D Toggle to reveal desktop and window you are working on 

Shake  (left-click and shake the top of an open 

window) 

This feature allows you to hide all open windows except the one you 

are working on. You can shake again to have windows return. 

Snap (left-click and drag an open window to the 

right side of your desktop and when transparent 

frame appears deselect – repeat same steps for left 

side of screen) 

Size and arrange windows by dragging the window to the corner of 

your screen 

Peek (“show open applications” on taskbar) Peek is a feature that allows you to mouse over all open windows. 

 


