File Explorer
File explorer is a very useful tool and everyone should know how to use it. Additionally parts of it appear in many apps. When you want to execute a FILE>Open or a FILE>Save as in most W10 apps you are using file explorer.

Run it by using the keys [image: image1.png]


 + E
You can find it in the App list in WINDOWS SYSTEM>File Explorer if you want to create an icon or tile.
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Depending on where you work most it is suggested that you create a tile or icon for it. If you are Windows 7 oriented then put it on the taskbar, otherwise make a Windows 10 Tile. 

Right click on the File explorer ICON to access the menu. Click PIN TO START to create a tile in Windows 10. Over in MORE click PIN TO TASKBAR to add it to the windows 7 taskbar.

[image: image3.jpg]@

@ o

G

Watchlist
. [—
vz A 48.56 (+0.56%)
T — AAPL v 17802 (035%)
ES A 58.26 (+1.18%)

- csco ¥ 4501 (-0.71%)
st Ly Ko vissiesn
B Windows 10 Upgrade Assant

T
New Money. =

B Window Adminiseatie ook

@

Fidelity Active
TC2000v17 Trader Pro® -1

File Explorer

B run

BB sk Manager

& mierc




Besides finding, opening, copying, moving and deleting files this App shows you what is connected to your PC. Can access media, manage a network of PC devices and determine how much memory (space) is being used.
In the left hand tree click THIS PC to see what devices and drives (memory) are connected.

[image: image4.jpg]Computer  View ~ 0

= 'p > @ mgummumm“apmgym

182 System properties
Properties Open Rename  Access Map network Add anetwork ~ Open
media~  drive~ location  Settings

Manage

Loaation Network System

€ v

> ThisPC > Vo) [ searchTh.. o

> & Quickaccess  Folders @

= HhmEBDbER
> & OneDrive ==
> B ThisPC e

3D Objects Desktop Documents Downloads Music Pictures Videos

Lear
m  Devices and drives (8)

s § soic SD
AR 8% I DVD & XC

iCloud Photos  JAWNokiaLumin  DVD RW Drive Lear Recovery Image SDXC USB Drive
029





iCloud Photos


The Adobe cloud is connected to this PC

JAWNokia


My cell phone is connected. File explorer can be used to copy files to and from the phone.

DVD

A DVD reader(R) writer(W) is connected. File explorer can be used to explore the DVD and in certain cases copy files to and from the PC.

Lexar
A thumb drive is connected. Brand name is Lexar. Can manage files on this and move back and forth files to the PC

OS


This is the PC’s main memory(hard disk storage drive). 

Recovery Image

This is the original copy of Windows 10 for this PC. Would also have any recoverable backups to restore the PC if the PC user has created some.

SD XC


This is a memory card from my camera. File explorer can copy or move pictures to and from this memory card.

USB Drive


A printer/scanner is connected to this PC using a USB plug.
Check out stats about the number of files and space used for the folders or devices on the THIS PC tree title. Other tools concerning the PC main storage are also found here.
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Click on a folder or device on the right side then click the menu item PROPERTIES.
Note that drive C: (classic description of main disk storage) shows 180 GigaBytes of 913 GB has been used.

While properties can inform - novice PC users should not check or uncheck any boxes!

The VIEW menu item can turn the explorer into a picture album thumbnail browser. 
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Or you can use DETAILS to see the file date info, type of file and size in 1000Bytes KB
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You can open File Explorer twice and easily drag and drop files from one device to another. Like from the PC to a thumb drive. Note that you can drag folders and well as files.
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As you drag the picture from the left File Explorer window to the right window and onto the tree of folders the tag [image: image9.png]+ Copy to BNP_Work



floats along with the picture.

In this case a COPY would be done into folder BNP_WORK. So if this is where you want it then let go of the mouse click button which completes the drop.

As you are moving the picture over the folders the tag changes accordingly.

Note that if you are going from an internal disk to a removable storage device the tag will show COPY. Whereas if the drag is going from one internal folder to another then MOVE would show. COPY will leave the file in both places but MOVE will delete the copy on the original site and leave it in the destination site.
Find a file.
The following example searches for files having the name “MARTIN” in part or whole.
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When the search phrase is entered the find operation searches the folder and all folders indented (known as subfolders) under it.

Right click this icon





Enter martin





Highlight folder








