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Introduction
The easiest way to move files to another folder is by dragging and dropping.

Here is how you do it:

First you are going to open your Personal folder. Your Personal folder is a folder that
contains your My Documents, My Pictures, My Music, My Contacts folders, as well as
other folders. The Personal folder is labeled with the name you use to log on to your
computer. The Personal folder is located at the top of the Start menu. Take a look:
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Windows Explorer will be opened.
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2 Windows 7

Now you need to open the My Documents folder:
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Dragging and Dropping Files

To open the letters folder:

4

[_;il.

& Double-click letters

You will now see the little

lamb file appear in the letters
folder:

@@vl_ r Swdio Visual Steps ¢ My Documents »

w |y | Search My Documents

Organize = - Open Include in library = Share with =

Favorites
B Desktop T /l
ks Downloads i —
| [ =3

2y Recent Places

} Anthem
o Librariec

- Docus

Pictures
B videos

& Computer
& Local Disk (C)

& Network

Burn New folder

A

[ ==

exercise 1

@{ .l. ¢ Studio Visual Steps » My Documents b letters

Organize = Include in library = Share with = Burn

; Favorites
B Deskiop /1 /f
B Downloads

=s Recent Places L b

- Anthem - Copy Anthem
-~ Libraries

‘- Documents

4. Music

. Pictures

B videos

& Computer
& Local Dhsk (C:)

© 2009 Visual Steps™ - www.visualsteps.com

first letter

-v| + I search tersers

Mew folder

A= A

[ =

little lamb.

= | I




