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What is Windows Explorer 

n Windows Explorer is the system for managing 

files on the computer just like paper files in the 

file cabinets of an office

n Windows Explorer lets you organize files into 

folders so you can find them - just like in an office
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Agenda

n Moving Around in Windows Explorer

n File and Folder Management

All Operations shown in BLUE italics 

in this Presentation 

will be demonstrated

Operations described in this 

presentation are those used in 

Windows Tutorials - Alternate 

methods using popup windows, drag 

and drop and keyboard will also be 

demonstrated where applicable

Windows 

Explorer



Operation

n Open Windows Explorer 

To Open: R Click Start/ Select Explorer
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Explorer Nomenclature

DESKTOP

ICONS

Windows 

Explorer

Task Bar

Tool Bar

Right Pane - FilesLeft Pane - Folders 

or Tasks & Details

Back, Forward, Up, Search, Folder and View Buttons

NORMAL WINDOW

Slider



Operation

n Switch to Full Screen View: Press F11 key

n Auto Hide Toolbar: R Click on Toolbar/Select Auto-

Hide

n Auto Hide Taskbar: R Click on Task Bar/Select 

Properties/Select Auto Hide the Task Bar

n To return Windows Explorer to normal view: Press 

F11 Again

FULL SCREEN

Windows 

Explorer

NORMAL SCREEN

Task Bar

Tool Bar



Operation

n Toggle Left Pane Between Folders and Tasks & 

Details: 

Click Folder Button on Tool Bar
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Operation

n Toggle Right Pane Between File Views: 

Click Views Button on Tool Bar/ Select: 

Thumbnails, Tiles, Icons, List, Details

Windows 

Explorer

Views Tool Bar


