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Windows 10, File Explorer (formerly known as Windows Explorer), is an essential app, 
which has been designed to provide a simple user interface (UI) to navigate, access, 
and help you organize your files, folders, and apps stored on your device, external 
drives, and anywhere in the network. 

 
Ever thought you knew exactly where an item was, only to spend hours scouring 
your home for it? Folders and files in your computer can wreak the same havoc. File 
Explorer can help by putting you in charge of how you file your documents—
everything from naming to deciding where to store them. Just like a filing cabinet, 
you determine your filing method. Unlike a filing cabinet, however, you can change 
how files are displayed, grouped, and shared. 

 
The right side of Explorer is called the content area. The left side is called the 
navigation pane and contains folders. 

 

 

How to open File Explorer 

•          Click the File Explorer icon in the taskbar     

•          Windows key + E keyboard shortcut 
•          Right-click the Start button and select the File Explorer option 
•          Click the File Explorer icon in the navigation pane of the Start menu 

 

Add File Explorer to Start menu 
Settings > Personalization > Choose which folders appear on Start 
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The Home tab is where you can Delete a file/folder, create a New folder, Create a 
New Item, check the Properties of a folder/file (can also right-click on file/folder to 
open Properties), Open (Windows Explorer), Edit, History, and Select all. 

 

Quick Access Toolbar – Show it above or below the Ribbon 

. 
Above the Ribbon                                                               Below the Ribbon 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pin to Quick access - Pinning items to Quick access in File Explorer enables you 

to directly open them from the list, without wasting time to find them. 

•   Right-click the item (e.g. file, folder, etc.) you want to add to Quick access 

•   Choose Pin to Quick access on the menu. 
 

 
 
 
 
 
 
 
 
 

OR 

•   Navigate to the folder that you want to pin to Quick Access. 

•   Select that folder by clicking on it. 

•   Click the Home tab on the Ribbon. 

•   The Home tab is shown. 

•   In the Clipboard section, click the Pin to Quick Access button. 

•   The selected folder is now listed in Quick Access.
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Copy Full Path - Press and hold the Shift key, right-click on the selected file(s) 

and/or folder(s), release the Shift key, and click/tap on Copy as path to copy the full 
path(s) each wrapped in quotes to the Clipboard. 

 
 
 
 
 
 
 
 
 
 

 
"C:\Users\JJT\ Documents/4 - APCUG\1 - Covid-19\Handouts\Handouts to Send" 

 

Move to or Copy to using Drag and Drop - Windows has two default actions 

when you drag and drop a file or folder into a new destination: copy or move. Copying 
happens when you drop the file or folder into a directory on a different drive. Moving 
occurs when you drop it on the same drive. Navigate to the file/folder you want to 
move or copy. You can use either the Navigation pane on the left or open another 
instance of File Explorer (Win+E) and navigate to the destination folder. 
Right-click on a file/folder, go to File Explorer on the right, navigate to where you 
want to paste the file/folder, and right-click Paste. 

 
 
 
 

 
OR, do it via Drag and Drop 

 

 

New item -  The options under the New Item menu in File Explorer are usually the 

same ones you see in the right-click context menu. There are two ways to add and 
remove an option to this menu. Here’s what you need to do.
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Easy access allows you to make a few useful changes — pinning files and 

folders to the Start menu, making them available offline, mapping a network 
drive, etc. 

 

Open / Edit – Select a document to open and/or edit. The required app will open 

so you can edit the document. 
 

 
Session 3 email 
addresses – 377 
blahblah@blah.ne
t jdoe@jdoe.com 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Share tab -. Select a file/folder, go to the Share tab, and select Share. Choose 

how you want to send the file, then follow the process for that option. 
Select a document: 
Email – If you have a desktop mail app installed, select a file, then select Share > 
Email to open a new message with the file attached. 
Zip – Zip the contents of a file to attach it to an email 
Burn to disc – if you have a CD/DVD burner 
Print the document 
Fax the document 

Share the document with others using your Network     

 

Remove access – Stop sharing file/folder 
Advanced security – Use this option whenever you want to make changes for the 
people who can get access to certain files on your computer or even on your 
network

mailto:blahblah@blah.net
mailto:blahblah@blah.net
mailto:jdoe@jdoe.com
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View tab - This tab has many commands you can use to configure the way you 

want File Explorer to display files. 
 

Navigation pane - Click on the Navigation pane to toggle to show (checked) and 

hide 
(unchecked) the navigation pane. Select the other options you want to Show. 

 

 
 
 
 
 
 
 
 
 
 
 

Preview Pane – Click (select) to 
show a preview of the document, 
picture, etc. that is selected. 

 
 
 
 
 
 
 

 

Details Pane 
 

 
 
 
 
 
 
 
 
 
 

Extra Large Icons
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Large icons 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Medium icons 

 
Small icons 

 
 
 
 
 
 

Tiles 
 
 
 
 
 
 
 

List 
 

 
 
 
 
 
 
 
 

Content
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Details 
 
 
 
 
 

 
 
Sort by                             Group by                   Add columns – added Date 
created 

 
 
 
 

Item checkboxes – You don’t have to stick with the default method of selecting 
multiple files: holding down Ctrl or Shift as you select each file. You can add 
checkboxes for easier file and folder selection. 

 

 
 
 
 

Click File name extensions to see if a document is a PDF, PowerPoint, Word 
document, MP4 Video 
File (VLC), etc. 

 
 
 
 
 
 
 
 
 
 
 

Hidden items - Windows hides many files and folders by default, preventing users 
from deleting or modifying files they shouldn’t touch. But you can make Windows 
show these hidden files by selecting Hidden items.
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Options 
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Open This PC instead of Quick access 
Change the start location, click 

•   View tab 

•   Options 
 

 
 
 

•   Change folder and search options 

•   Open File Explorer to the drop-down menu 

•   Select the This PC option. 

•   Click the Apply / OK 
 
 
 
 
 
 
 
 
 
 

 

Search 
Finding files and folders is as simple as typing the query in the search box (right 
side of the window). 

 

•   Type the query in the search box 

•   Press Enter 
 
If the search doesn’t include the result that you’re expecting, you can use the Search 
tab to refine the result. Click in the Search box to open Search Tools. For example, you 
can click the Current folder to focus the search. 

 
 
 
 

 
 

 
 

 

 
Recent Searches 
Quickly access previous searches, which can come in handy to reuse customized 
searches that you may have used in the past,



July 8, 2020 
 

Advanced Search Options 
 

 
 
 
 
 
 
 
 
 
 
 

Resize search box 
If the search box is too narrow to type a query, you can drag the left edge of the box to 
make it larger. 

 
 

Access network drives 
If you need to work with files located on another computer or server within the local 
network, File Explorer includes several ways to browse the data you need. For 
instance, you can use the "Network" tab to browse files, or if you want quicker access, 
you can always pin the location to "Quick access," 
or you can mount the network folder as a network drive to This PC. 

 
Browsing network file - To access network drives from File Explorer, use these steps: 

•   Click the Network item from the navigation pane 

•   Click Add devices and printers to show your network         
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If your networked devices don’t appear 
•   Click Add devices and printers to show your network 

•   Settings > Internet and Network > Add your 
networked devices > Devices 

 

 
 
 
Show libraries in Navigation pane 
Libraries are no longer available by default on Windows 10. 

 

•   View tab 

•   Options 

• Change 
folders and 
search 
options 

•   Click Show libraries option 
 

Pictures tab 
The Pictures tab isn't visible until the options are needed. For instance, if you select a 
supported image file, you can use this tab to rotate the image without needing to open 
the file. Also, you can start a slide show or set as background. 
 

 
 
 
 

Music tab 
The Music tab isn't visible until the options are needed 

 
 
 
 
 
 
 
 
 
 

 



July 8, 2020 
 

Videos tab 
The Videos tab isn't visible until the options are needed 

 
 
 
 
 
 
 
 

 

 


