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In this weeks issue we will cover the following topics: 

Everything You want to know about Favorites 

What is WinZip and Why do I need it 

Everything you want to know about favorites 

What is a favorite? 

 

Have you ever visited a site that you liked using Microsoft Internet Explorer?  If you save that 

siteôs address, it is called a favorite.  There may come a time when you have a lot of favorites.  

Even thousands of favorites.  It can become very hard to find the favorite you are looking for if 

you donôt find some kind of organization to them.  Organizing your favorites is a simple task, 

and can save you some real time in the long run. 

 

First, letôs say you have a lot of favorites, as shown below: 
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The easiest way to organize your favorites is by clicking on the Favorite icon on the toolbar.  The 

icon looks like this: 

 

 
 

Once clicking on the icon the following window will appear to the left of your Internet Explorer 

window: 

 

 
 

 

All of the favorites you saw in the first window appear in the window on the left portion of the 

screen.  The first thing you want to do is click on the Organize button and the following window 

will open: 

 

 



 

Using this window is useful for creating folders.  Everything else can be done in the left window 

in the Internet Explorer screen.  Clicking on the Create Folder button will open the following 

window: 

 

 
 

Think about what categories (folders) that you want to have.  Do you have similar themes?  Do 

you have sites that deal only with racing, crafts, Internet Marketing, etc.  This is what you will 

name the folder (i.e., racing, crafts, Marketing, etc.) 

 

Notice that the above window has a folder and the name New Folder that is highlighted.  While it 

is highlighted just name the folder.  In my first example, I am going to call my folder Computer 

Tips as shown below: 

 

 
 

Clicking on Create a folder will again bring up a New Folder. I am going to call that one Internet 

Marketing: 

 

 



 

The next one I am going to call school.  To close this window click the Close button.  Letôs look 

at the window on the left: 

 

 
 

You will notice that the three new folders I created is displayed.  To put the favorites into the 

folders just click on the favorite link and drag it to the folder you want to put it in. 

 

I selected a link that dealt with schools, so I clicked on the link and places it into the school 

folder.  Now my window changed to the following: 

 

 
 

Notice that the link is indented under the folder school.  You have to make sure that the folder 

becomes highlighted, otherwise it will not put it in.  Below are a couple of examples: 

 

Selecting the link: 

 

 
 

Dragging it to the folder: 

 

 
 

Notice the horizontal line.  That shows the link is being moved.  This is also used to sort the links 

so that the higher priority ones can be placed up top. 

 

Highlighting the school folder: 

 

 



 

Letting go of the left mouse button will place this link into the folder and below is the final 

result: 

 

 
 

Keep making folders and dragging the links into them.  After I was done with mine, my left hand 

window looked like this: 

 

 
 

To close the favorite window click on the X on the top right as shown below: 

 

 
 

Now, if I went to the Favorites menu in Internet Explorer, it looks like this: 

 

 
 



Notice the right arrow to the left of each folder.  That shows that there is something in them.  So, 

if I selected the School folder it will look like this: 

 

 
 

Just highlight the link you want and you will go to that site.  You can also place the bottom link 

on top etc., by just clicking the link and dragging it. 

 

If you are on a site and want to save it, just click on the favorites menu and select Add Favorite 

as shown below: 

 

 
 

Clicking on that menu item brings up the following window: 

 

 
 

The Name section has the name of the site.  Notice that I have Computer Tips highlighted and 

the folder icon appears to be open.  If I click OK then the link will be saved in that folder.  You 

can also create a new folder on the fly by clicking on the New Folder button. 

Favorite Keyboard Shortcuts 

 



Function Keyboard Keys 

To bring up the favorites window to the left of 

the Internet Explorer window 

Ctrl & I  

To bring up the organize window  Ctrl & B 

To add the site that you are on Ctrl & D 

 

To copy Favorites from one computer to another 

 

The Favorites are located in the Documents and Settings/your name folder.  Double click on the 

My Computer icon shown below: 

 

 
 

Opening that icon displays the following window: 

 

 
 

The main hard drive is designated by the letter C:.  In the example above the C: drive is labeled 

ñIBM PRELOAD (C:). 

 

Double click on that icon will bring up the following window: 

 

 
 



Double click on Documents and Settings folder will show the following window: 

 

 
 

If I double click on my name I will see the Favorites icon as shown below: 

 

 
 

If you notice the address above you will see C:\Documents and Settings\John Gontowicz.  If I 

wanted to copy this to a floppy, another hard drive or CD-ROM, I need to open up another ñMy 

Computerò Window.  So, double click on the icon called My Computer and you will see what 

drives you have listed as shown below: 

 

 
 



You will see that newer PCs do not have floppy drives anymore.  In my case above I have a 

Removable Disk (E:).  This is a USB device that is described in my E-book Computers 101:  The 

Questions You Were Afraid to Ask. 

 

Now you should have two windows open as shown below: 

 

 
 

To copy the favorites over to the Removable Disk click you can do one of the following: 

 

Right click on the Favorites icon and select copy: 

 

 
 

Then click once on the Removable Disk and select paste: 
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The other way is to click the Favorites icon with the left mouse button and drag it over the 

Removable Disk icon, which will highlight it and release the left mouse button: 

 

Dragging the icon with the left mouse button being held in.   

 

 
 

 

Highlighting the Removable Disk icon and releasing the left mouse button: 

 

 
 

As you can see there are two different methods.  On the other PC that you want to copy the 

favorite to, just do the above in reverse. 

 

Thatôs about it on Favorites except for deleting the ones that do not work anymore.  If a link does 

not work anymore, just highlight the link and press the Delete Key if you have the Favorites in a 

window to the left of the screen.  You can also delete it from the Favorites menu by right 

clicking on it and selecting the delete option: 

 

 
 

You will get a confirmation window as shown below: 

 



 
 

Just answer Yes by clicking on it and the link will be deleted. 

 

Hopefully you have learned one of the many organization techniques.  The E-book Computers 

101:  The Questions You Were Afraid to Ask has many other tips on organizing and general 

housekeeping of your PC to keep it up and running in an efficient manner. 

 

NOTE:  There is a program that will test your bookmarks, get rid of duplicates and help you 

manage them better.  Go to Google.com and search for AM-Deadlink.  This is the best free 

Favorites manager you will find. 

WINZIP 

 
Sending large files over the internet has become a necessity for most people in the 

work place. For home users, large files need to be sent for system maintenance and 

also for personal use. One way of sending large files or a large group of files, is to 

ñZipò them. Zipping has become the regular term for compressing a file or files.  

 

There are a couple different shareware versions (Copyrighted software that is available 

free of charge on a trial basis, usually with the condition that users pay a fee for continued use 

and support. (The American Heritage® Dictionary of the English Language, Fourth Edition.  

Copyright © 2000 by Houghton Mifflin Company.) The shareware that made compressing files a 

common thing was WinZip. Another popular version is called WinRAR and 

WinAce. 

 

Table of Contents 

1. Downloading the Compression Software. 

2. Installation. 

3. Zipping Files. 

4. Unzipping Files. 

5. Other Features. 

 

Downloading the Compression Software 

 

WinZip- http://winzip.com/ 

WinRar- http://www.rarlab.com/download.htm 

WinAce- http://www.winace.com/ 
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Most of these sites are pretty easy to get around. Usually all you need to do is find 

the download button and click ñOpenò when prompted.  

 
 

Clicking ñOpenò will start the setup as soon as the file is done downloading. If you 

wish to save it to the Hard drive then you need to click the ñSaveò button. 

 

Installation 
 

Depending on the Software you download the installation is going to be a little 

different. The overall concept will be the same.  

 

Once the Download is complete you will see a screen like the one below. On this 

screen click Setup. 

 

 
 

The next screen will ask you where you would like to install WinZip to. Iôd 

recommend the default. Then hit ok. 

 

After choosing the location and hitting OK the installation will be complete and 

WinZip will automatically start. 

 



Once the program boots up, you will need to select whether you want to use the 

classic version of WinZip or the wizard. The Classic is for advanced users. For the 

purpose of basic use we will select Wizard. 

 

  
 

After selecting wizard it will take you through a series of windows to determine 

how you would like to search you computer for zipped files. All you will need to 

do is hit next until you see the screen below. 

 

 
 

This will be the screen that shows up at the start of the program when you open it 

in the future. 

 

Zipping Files 

 

Compressing files will be a useful tool when you need to send a large document 

through email. For example if you need to send five excel files to your boss, it 

would be a good idea to zip them. This will allow him/her to only download one 

file and also make the file size smaller. Since the file size is smaller it wonôt take 

him/her as long to download.  

 



The first step in compressing a file or a group of files is selecting the Create a new 

Zip file  bullet on the screen above. 

 

On the next screen you will need to select a name for your files. Itôs a good idea to 

choose a name that has relevance so that when it is sent through email the receiver 

knows itôs not a virus. 

 

 
 

Once you choose your filename you will then be prompt by the screen to add the 

file or files you wish to zip. It gives you two options, one is to add by folder and 

the other is adding by file.   

 

 
 

After choosing your files or folders all you need to hit is Zip Now. The next 

prompt will then give you the option to email this file. If you decide to click this 

option then your default email program will load and start a composed email. If 

you decide that you want to email this file later it will be located in the My 

Documents folder. 

 



 
 

Unzipping Files 
Unzipping files is basically done the same way as compressing them. This 

operation would be done if you were the recipient of a Zip file.  

 

Once you load WinZip you will be prompted to select from the screen below. To 

unzip you will just hit next because the Unzip option should be selected by default. 

If the Unzip option is not selected, then select the option and click next. 

 

 
 

This next screen is where you will select the zip file that you would like to open. If 

you do not see the zipped file in this list then you will need to select the search 

option in the lower right hand side. If the file you would like to unzip is in the list 

just highlight it and click next. 

 

 



 
 

Clicking on the search button will prompt the window below. As you can see, it 

gives you a couple different options to search the hard disk on the PC. If you know 

which folder the zip file is in then you would want to select ñLet me find it (not 

automatic)ò. 

 

 
 

After choosing the file you would like to unzip all you need to do is tell the 

computer where to unzip it to. I would recommend unzipping the file or files to a 

folder that you know it wonôt get lost in. For example if you choose a folder with a 

lot of word documents and the file that you are unzipping is a word document then 

you might not be able to find it once it unzips. Once you have chosen the folder 

you would like to unzip it to is entered click Unzip Now. 

 




