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Clean Up Your Downloads Folder

A quick, no-jargon guide to clearing clutter and improving performance

Why This Matters

Your Downloads folder is one of the easiest places for clutter to build up.

Downloads should be temporary storage, not permanent. However, over time, it can fill
with:

e Duplicate files

o Old documents

o Installer files you no longer need

¢ Images and attachments you've already used

This doesn’t just make things harder to find—it can also take up valuable storage space
and contribute to a slower system.

The good news: this is one of the quickest cleanups you can do.

What You’ll Do (Overview)

1. Review what'’s in your Downloads folder

2. Delete what you don’t need

3. Move important files to better locations

4. Leave your system cleaner and easier to manage

Most people can do this in 10—15 minutes.

Step 1: Open Your Downloads Folder
1. Open File Explorer
2. Click Downloads in the left-hand menu

Take a moment to look at what’s there.

Step 2: Sort by Date (Start with Oldest)

1. Click the Date modified column
2. Click again if needed to show the oldest files first
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Step 3: Delete What You Don’t Need

Start with older files. These are more likely to be unnecessary and easier to remove
quickly.

Look for:

¢ Old attachments

o Duplicate files

e Screenshots

o PDFs you've already read
o Installer files (.exe, .msi)

Select the file(s) and press Delete.

If you don'’t recognize a file, it's usually safe to remove.

Step 4: Move Important Files

Move files you want to keep:

¢ Documents — Documents folder
¢ Photos — Pictures folder
o Work files — your main folders

Right-click — Cut, then Paste in the new location. Or open a second File Explorer
window, then drag files and folders from Downloads to a permanent location.

Step 5: Empty the Recycle Bin
1. Right-click the Recycle Bin
2. Select Empty Recycle Bin

This frees up space immediately.

Simple Habit Going Forward
Once a week, spend a few minutes clearing this folder. This prevents clutter from
building up again.

Quick Cleanup Checklist
O Sorted files by date

O Deleted unnecessary files

[0 Moved important files

OO0 Emptied Recycle Bin (do last)



