
What is a File 

A file stores information. Files used in computers are similar to that of paper documents used in 

library and office files. There are different types of files such as word documents, pictures, music, 

videos and executable files and many, many more. They are most frequently found in Folders. 

Files have two parts a Name and a “File Extension” or “File Type”. The File Type defines what 

kind of file it is and what program or App will open the file so you can either read, see or hear the 

information inside. Executable files are different. When you open them, they start to load 

information or a program on your computer so you have to be careful with them. This is a common 

way to load spam or 

viruses on your computer. 

You have to be careful. 

Here are some file types 

with a name and then a file 

type. The two are always 

separated with a dot. 

“Jpegs” are Picture files, “Gif’s” are animated pictures “doc or docx” are word files 

and “exe” run programs. But these are only a few. There are zillions of file types. I 

will show you some on your computer 

 

 

It is essential that you 

always see the file 

extension of a file and 

Microsoft doesn’t often 

show it. 

 

Here is how you make 

sure you see it. 

 

Open “Documents” and click on the “View” tab 

Make sure that there are three ticks in the little boxes. 

Renaming files.        If you wish to rename a file the easiest way is to Right click 

on the file and near the bottom of the Context Menu click on Rename. 

 



 

 

 

  

 

I have changed the original name and not changed the file extension. If you change 

the file extension you will receive a warning not to do so for it makes the file 

unstable. There are ways of changing the file extension but this must be done in a 

photo or document etc. editing program. 

Putting files into a folder.     There are several ways of doing this. The first easy 

way is to have your file on your desktop and create a folder on the desktop. To 

create a new folder on your desktop, right click on an empty space and choose 

“New” and then Folder” in the context menus. A new folder will appear and the name 

in blue. If it is in blue you 

can now type a new 

name such as “Planes”. 

So long as the name part 

of a file or folder is blue 

you can type a new 

name. Below I have photo of a plane 

and I have clicked down on the plane 

and by holding down I have dragged the 

plane into the folder 

The plane is now in my planes folder 

This is called “Drag and Drop” and it is a popular and 

powerful way of putting files into folders. 

 I am going to show you how to put a new file into an 

existing folder. My daughter has a cat called Stormy and 

I already have a folder in my 

pictures for Stormy. 

I open the folder of Stormy’s 

photos and resized the folder 

so it only covers part of my 

desktop. The new photo has 

been downloaded to my 

desktop and I can see both 

the file and folder. Now I 

drag the file into the folder. 



Another way of moving files is by using this option on the ribbon on the “Home” tab 

Select or highlight 

a file in a folder. 

Here my folder is 

my house in the 

autumn 2023 

when they were 

moving trees. On 

the ribbon the 

“move to” and 

“Copy to” options 

become available. 

I have clicked on 

“Copy to” and a context menu appears for where you want the file moved to.  

 

 

Here you can see some of the options. 

Just click on one and it is either copied 

there or moved there as your choice. 

 

 

Names on files.        When you name a file do it carefully for you may need to find it 

again and have forgotten where you put it. To find a forgotten file type put its name 

in the search bar. Since I have nearly 10,000 files on my computer I have to have a 

good system of finding files and I will talk more about this when I cover Folders. 

Files are put into folders in Alphabetical order unless you put a number first before 

the text. Numbers take precedence. 

Here you can see examples of files and 

folders arranged. 

Finally what program opens a file and can you change it. This is determined by 

the file extension. 



Microsoft will initially choose this for you but sometimes I like to have a different 

program than their choice. If you type “Default Apps” in your search bar click on the 

result.  Here Microsoft has chosen the Photos app to open my pictures. That is OK 

but for videos I want VLC. To change an app for a file click on app and a list of 

options appears. There is another method but it is advanced. 

 

 

 

 

 

 

 

 

Again a little more advanced 

But you can always choose a temporary method to open a file in a different app and 

I use this frequently. Choose a file and “right” click on it and in the context menu 

hover over “open with”. Click on the side arrow and you have a multitude of apps to 

open that file. You can click on one and the file will open in that program. I use this 

in photo editing (like Princess Catherine but only better!!!) 

 

 

 

 

 

 

 

 

Cheers 

Norris 

 

 

 

 


