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May Community Center Computer Class 

“I Saved It, but Where Did It Go?” 

One of the most common computer problems is not losing a file. It is forgetting where the file 

was saved. 

You may create a Word document, download a PDF, save a spreadsheet, or receive a photo in 

an email. Later, you know the file exists, but you cannot remember where it went. 

This happens to almost everyone. 

The solution is not to memorize every folder on the computer. The better approach is to build a 

few simple habits that make files easier to find. 

 

These are the questions we're going to try to answer. 

1. Example 1: “I Created a Word Document, but I Don’t Know Where It Saved” 
2. Example 2: “I Saved a Spreadsheet, but I Don’t Remember Its Name” 
3. Example 3: “I Downloaded a PDF from a Website, but Now I Can’t Find It” 
4. Example 4: “I Saved a File from an Email” 
5. Example 5: “I Saved a Picture, but I Don’t Know Whether It Is in Pictures or Downloads” 
6. Example 6: “I Know Part of the File Name” 
7. Example 7: “I Don’t Remember the Name, but I Know When I Worked on It” 
8. Example 8: “Word Says the File Is in OneDrive” 
9. Example 9: “The File Is Open Right Now. How Do I Find Its Location?” 
10. Example 10: “I Have Five Copies and Don’t Know Which One Is Correct” 

Example 1: “I Created a Word Document, but I Don’t Know Where It Saved” 

Imagine that you typed a letter in Microsoft Word. You clicked Save, gave it a name, and 

closed Word. 

The next day, you cannot find it. 

First Place to Look 

Most Word documents are saved in the Documents folder unless you selected another location. 

▶ Try This 

1. Click the File Explorer folder on the taskbar. 
2. Click Documents on the left side. 
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3. Look for the name of your document. 
4. Click the Date modified column to place the newest files at the top. 
5. Look near the top of the list. 

Another Easy Method 

1. Open Microsoft Word. 

2. Click File. 

3. Click Open. 

4. Look under Recent. 

5. Click the document if you see it listed. 

      Quick Tip 
The Recent list in Word is often the fastest way to find something you worked on recently. 

 

Example 2: “I Saved a Spreadsheet, but I Don’t Remember Its Name” 

Sometimes the problem is not the location. The problem is the file name. 

You may remember creating a household budget, but you do not remember whether you called 

it: 

• Budget 

• Monthly Expenses 

• Bills 

• Household Costs 

▶ Try This 

1. Open Microsoft Excel. 
2. Click File. 
3. Click Open. 
4. Look through the Recent list. 
5. Watch for a familiar date or file name. 
6. Open the file to check it. 

Search by File Type 

Excel files usually end in: 

.xlsx 

To find recent Excel files: 

1. Click the search box on the taskbar. 
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2. Type: 

.xlsx 

3. Review the results. 

4. Look for files with a recent date. 

  Better Habit for Next Time 
Use a clear name such as: 

Household Budget 2026.xlsx 

That is much easier to recognize than: 

Book1.xlsx 

 

Example 3: “I Downloaded a PDF from a Website, but Now I Can’t Find It” 

Files downloaded from websites usually go into the Downloads folder. 

This includes: 

• PDF instructions 

• Bank statements 

• Forms 

• Manuals 

• Pictures 

• Installation files 

▶ Try This 

1. Open File Explorer. 
2. Click Downloads on the left side. 
3. Click the Date modified heading. 
4. Place the newest files at the top. 
5. Look for the file you downloaded. 

Check the Browser 

Most web browsers keep a list of recent downloads. 

In Chrome or Microsoft Edge: 

1. Open the browser. 

2. Press: 
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Ctrl + J 

3. Find the file in the download list. 

4. Click the folder icon beside the file. 

5. The folder containing the file will open. 

    Did You Know? 
Ctrl + J opens the download history in many web browsers. 

That is often the quickest way to find a file you just downloaded. 

 

Example 4: “I Saved a File from an Email” 

A file attached to an email does not always save itself automatically. 

You normally have to click Download or Save As. 

After that, the file usually goes into the Downloads folder. 

▶ Try This 

1. Open File Explorer. 
2. Click Downloads. 
3. Sort by Date modified. 
4. Look for the newest file. 

If You Still Have the Email 

1. Open the original email. 

2. Find the attachment. 

3. Click the attachment. 

4. Look for Download or Save As. 

5. Choose a folder you will remember. 

6. Rename the file before saving it. 

For example, rename: 

scan0047.pdf 

to: 

Home Insurance Policy 2026.pdf 
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Example 5: “I Saved a Picture, but I Don’t Know Whether It Is in Pictures or 

Downloads” 

Pictures can end up in several places. 

Common locations include: 

• Pictures 

• Downloads 

• Desktop 

• OneDrive 

• A folder created by a phone or camera 

▶ Try This 

1. Open File Explorer. 
2. Click Pictures. 
3. Look in the main Pictures folder. 
4. Check folders such as Camera Roll or Screenshots. 
5. If it is not there, check Downloads. 
6. Sort each folder by Date modified. 

Search for Common Picture Types 

Click the search box and try: 

.jpg 

or: 

.png 

Then look for a recent date. 

 

Example 6: “I Know Part of the File Name” 

You do not need to remember the complete file name. 

Suppose you remember that the file had the word “vacation” in it. 

▶ Try This 

1. Click the search box on the taskbar. 
2. Type: 

vacation 
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3. Wait for the results. 

4. Click the file when it appears. 

You can also search inside File Explorer. 

1. Open File Explorer. 

2. Click This PC on the left. 

3. Click the search box in the upper-right corner. 

4. Type part of the file name. 

5. Wait while Windows searches the computer. 

      Quick Tip 
Search using the most unusual word you remember. 

Searching for: 

letter 

may produce many results. 

Searching for: 

insurance cancellation 

will usually produce fewer, better results. 

 

Example 7: “I Don’t Remember the Name, but I Know When I Worked on It” 

The date can be more useful than the file name. 

You may remember that you created the file yesterday or sometime last week. 

▶ Try This 

1. Open the folder where the file may be located. 
2. Click Date modified. 
3. Place the newest files at the top. 
4. Look at the files created around the date you remember. 

Another Method 

1. Open File Explorer. 

2. Click Home. 

3. Look under Recent. 
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4. Review the files listed there. 

Windows may show files you opened or changed recently. 

 

Example 8: “Word Says the File Is in OneDrive” 

Many computers save Word and Excel files to OneDrive automatically. 

This can be confusing because the file may not be in the regular Documents folder. It may be in: 

OneDrive > Documents 

▶ Try This 

1. Open File Explorer. 
2. Look on the left side for OneDrive. 
3. Click OneDrive. 
4. Open the Documents folder. 
5. Look for your file. 

You may need to check both: 

Documents 

and: 

OneDrive > Documents 

      Quick Tip 
Before closing Word or Excel, look at the top of the screen. The program may show whether the 

file is saved on your computer or in OneDrive. 

 

Example 9: “The File Is Open Right Now. How Do I Find Its Location?” 

This is the best time to check where a file is stored. 

Do not close it yet. 

In Word or Excel 

1. Click File. 

2. Click Info. 

3. Look for the file location. 

4. You may see a button labeled Open file location. 

5. Click it to open the folder containing the file. 
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Another method: 

1. Click File. 

2. Click Save As. 

3. Look at the folder shown. 

4. Cancel the Save As window after you identify the location. 

⚠ Important 
Do not click Save again unless you intend to create another copy. 

You are only checking the location. 

 

Example 10: “I Have Five Copies and Don’t Know Which One Is Correct” 

This often happens when files are named: 

Letter.docx 

Letter New.docx 

Letter Final.docx 

Letter Final 2.docx 

Letter Really Final.docx 

▶ Try This 

1. Open the folder containing the files. 
2. Click Date modified. 
3. Open the newest file first. 
4. Check whether it contains the latest changes. 
5. Rename the correct file clearly. 
6. Delete or move the older copies. 

A better name might be: 

Insurance Letter - Final - 2026-08-02.docx 

      Quick Tip 
Avoid using only the word Final. 

Add a date so you know which version is newest. 

 

A Better Way to Save Files 

The best time to make a file easy to find is when you first save it. 
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Use “Save As” Carefully 

When saving a new file: 

1. Click File. 

2. Click Save As. 

3. Choose a folder you recognize. 

4. Give the file a clear name. 

5. Look at the folder name before clicking Save. 

6. Click Save. 

Do not rush past the location box. 

Take one extra moment and ask: 

   Where am I saving this? 

 

Create a Small Number of Main Folders 

You do not need dozens of complicated folders. 

Start with a few broad categories: 

Documents 

    Bills 

    Computer Class 

    Family 

    Financial 

    Medical 

    Taxes 

    Travel 

The names should make sense to you. 

There is no perfect folder system. The best system is the one you will actually use. 

 

Use the “Where Would I Look?” Rule 

Before saving a file, ask: 

   Where would I look for this six months from now? 
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If it is a tax form, save it in Taxes. 

If it is a class handout, save it in Computer Class. 

If it is a medical bill, save it in Medical. 

Save the file where you would naturally look for it later. 

 

Name Files So They Explain Themselves 

A useful file name should tell you what the file contains. 

Instead of: 

Document1.docx 

use: 

Letter to Insurance Company.docx 

Instead of: 

Scan0034.pdf 

use: 

Property Tax Statement 2026.pdf 

Instead of: 

IMG_4827.jpg 

use: 

Kitchen Remodel Before Photo.jpg 

 

Save Important Files in the Same General Place 

Try not to save files randomly in: 

• Desktop 

• Downloads 

• Documents 

• Pictures 
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• OneDrive 

• Email folders 

Choose one main home for your personal documents. 

For many people, that will be: 

Documents 

or: 

OneDrive > Documents 

Then create folders inside that location. 

 

Move Files Out of Downloads 

The Downloads folder should be a temporary stopping place. 

When you download an important file: 

1. Open Downloads. 

2. Find the file. 

3. Right-click it. 

4. Click Cut. 

5. Open the folder where it belongs. 

6. Right-click an empty area. 

7. Click Paste. 

For example: 

Downloads 

to: 

Documents > Taxes 

Once moved, the file will be easier to find later. 

 

Pin Important Folders 

Windows lets you place frequently used folders in the left side of File Explorer. 

To Pin a Folder 
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1. Open File Explorer. 

2. Find the folder you use often. 

3. Right-click the folder. 

4. Click Pin to Quick access. 

The folder will appear on the left side for faster access. 

Good folders to pin might include: 

• Computer Class 

• Bills 

• Taxes 

• Family Photos 

• Current Projects 

 

Try This Today 

Create one folder called: 

Important Documents 

Inside it, create three folders: 

Bills 

Personal 

Taxes 

Then move three files into the correct folders. 

Do not attempt to organize the entire computer at once. 

Start with three files. 

 

A Simple Habit That Prevents Lost Files 

Before closing a new document: 

1. Save it. 

2. Read the file name. 

3. Check the folder location. 

4. Ask yourself where you would look for it later. 
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5. Change the name or location if necessary. 

This takes less than a minute. 

That one minute can prevent a long search later. 

 

Remember These Four Places 

When a file seems lost, check these locations first: 

1. Recent files 

2. Documents 

3. Downloads 

4. OneDrive 

   Most “lost” files are sitting in one of those four places. 

 

Final Thought 

A missing file is usually not gone. It is simply saved somewhere you did not expect. 

You do not need to become a computer expert to manage files successfully. 

• Use clear names. 

• Choose familiar folders. 

• Check the save location. 

• Move important downloads. 

• Take a few seconds before closing a file. 

• The goal is not to remember where every file is stored. 

       The goal is to create a system that makes the answer obvious. 
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Appendix: Everything Search Utility 
Everything Search Utility is a free file-search program for Windows computers. It is available 

from voidtools and can be downloaded as an installer or portable version. It is not part of 

Windows, so a user would need to download and install it separately. 

 

Where It Is Available 

Everything is available for Windows from the voidtools website (www.voidtools.com). Users 

should download software only from a trusted source and follow any guidance provided by the 

computer owner or organization. 

 
What It Does 

Everything quickly searches for files and folders by name. As you type part of a file name, it 

shows matching results almost immediately. It is especially useful when you remember a word 

from the file name but do not remember where the file was saved. 

 

How It Can Help with This Class 

This document teaches several ways to find files using File Explorer, Recent files, Downloads, 

Documents, and OneDrive. Everything can be an extra tool for the same problem. If a learner 

cannot find a file using the usual places, Everything may help locate it faster by searching the 

whole computer for part of the file name. 

 




