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Technology can be overwhelming. Ms.Wired Wolf has learned from 

workshops, skilled and helpful tech partners’ consultations, and “trial and 
error” experiences. I don’t claim to have all the answers, just some information 
that might be helpful! 
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The first thing you need to do is to find the file you want to copy or move.  Click 

on START, COMPUTER, C, and RIGHT CLICK file you want to copy. Next, click on 
the small square box in the right upper corner of the opened window which will reduce 
the size of the window. Go back to START, COMPUTER, C, and find the file in which 
you wish to paste the copied file (users comfortable with swapping files use the back 
button rather than opening new screen via “Start”).  Last, right click on that selected file 
(where to place), select “paste”; if you open up the placement folder, you will see what 
you have pasted. I have Vista so my screen captures might be different from yours.  Vista 
uses “organize” as the place to find menu that is shown as “edit” on XP.  

It is important to remember that “Cut” removes the file completely from the first 
location. To be on the safe side, always use “Copy” even if you don’t particularly want 
the file you moved not to be in the first location any more. That way, you don’t 
permanently remove something which can’t be replaced to the original location if a 
problem occurred  in the moving process. 

You also can move the file or folder to a new folder you have created. In Vista, I 
click on “Organize”, and then “New” to create a new folder. In XP, you’ll click on “File” 
and then “New”.� 

 

In order to keep the newsletter to one page, the above graphic print is small and 
might be difficult to read. Hopefully, it will give you a “picture” of how to copy and paste 
files or folders to new locations.  If you have any questions or need more help, stop by 
after school or send me an email (help@wiredwolf.info) 
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