Windows button + E gives you Windows Explorer (as opposed to Internet Explorer).  With this tool you can manage your files.

Think of the analogy of a room containing many file cabinets, each of which has a large number of drawers, each of which has many, many pendaflex folders in which are held the individual documents.  Our server is like the room.  In this room you have your own file cabinet, your folder on the server.  In this cabinet are drawers (your sub-folders).  You then have either more levels of folders or simply documents or a combination of both.  The beauty of the electronic version of filing is that you can “nest” these folders one inside another to many levels.  For example, suppose you teach math and Spanish.  In the math you might have an algebra and a trigonometry class, and in Spanish a third and a fourth year course.  In these folders you might have further folders to organize each of the subjects.  (See the handout.)  Explorer gives you a very good graphic representation of your system as you have set it up. See how it is arranged in columns.  My suggestion is to have very few files directly in your main folder.  If you keep everything in its logical place in its proper folder, finding it later will be much easier.
In Explorer you can easily create new file folders, delete them, or move them around.  You can also move files from one place to another.  This includes going from disk to disk, so you can move a file or folder from a CD-ROM, hard drive, or floppy to the server or visa versa, not just on the server.   
In Explorer there are two panes, the left and the right.  On the left side there are + signs in front of file folders.  If there are any file folders in a particular folder, clicking once on its + sign will show them.  To illustrate, go to Explorer and click once on the + sign in front of Local Disk (C).  This will show several folders.  Click once on the yellow folder labeled Backup.  This will show the folder Config as well as the files contained directly in Backup.  Click once on the + sign in front of Backup.  This will show the folder Config over in the left pane.  Clicking on the – sign in front of Config will hide it again in the left panel. 
If you want to make a new file folder, in the left pane click once on the folder in which you want to place the new folder.  It will turn blue.  Go to File | New | Folder and click once.  Now just type in the name and you’re done.
So how do we use Explorer to move or copy files or folders?  It’s easy.  First, find the item(s) you want to copy or move in the right panel.  Now use the up/down ribbon in the left panel to get to the target folder.  One caution: At this point, do not click on any folder or file in the left panel!  Use only the up/down ribbon or click on the plus or minus sign beside a folder.  Once you have the target folder in sight in the left panel, go back to the right side, click and hold down the mouse button.  Drag the cursor to the left side and go to the target folder.  Once this folder turns dark blue, let go of the mouse button.
By default, if the files are on the same disk, hard drive or server folder, Explorer will assume that you want to move the folder or file.  If you want to copy it, simply hold down the Ctrl key when you click, hold, drag, and drop.  If your operation bridges two different drives, (ie, server to CD-ROM or floppy disk), it will copy, not move it.  To better control this process, use the right instead of the left mouse button to drag and drop the file or folder.  This will, when you release the button over the target folder, give you four options: Copy Here, Move Here, Create Shortcut Here, and Cancel.
You can use Explorer to look for a file.  You need to know at least part of the name of the file or a phrase contained in it.  If you know the name of the file you are looking for, use the powerful Search tool to quickly locate it.  Go to My Documents and click once on it.  For now, think of a file in your “My Documents” (on your laptop, not on the server).  Click on the Search button and in the window called, “Search for files and folders named”, enter a word from the title and hit the Search Now button.  The results will appear in the right panel.
You can create a shortcut to any frequently-used file or folder to save time getting to it.  If you right click on the folder or file, one of the options is “Send To”.  Hover the cursor over this, go down to Desktop (create shortcut) and left click on it once. It’s that easy!  You can then move the shortcut to the Taskbar if you wish.  
The Taskbar can be made to autohide, which can give you more real estate to work with.
