Windows Folder and File Management
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The Basics

[image: image2.jpg]Fe ft Vew Fovoltes Took Help [

Qs - O (F Do [ ros v X 9 [

address [ B E)
Folders X [ Name - 5ol Trpe Date Modied
(& Deskiop (=1 File Folder 6[28/2002 7:39 AM
(2 My Documents =1 FilFolder  6/24/2002 4138 PM
& @ vy Computer oo Fie Folder  4/28(2002 3117 P
® 3 3% Floppy (41 =1 Fie Folder /242002 6100 PM
(Drainstorm Graphics File Folder  2/25/2002 9:35 AM
o New Yolume (0:) (Serainstorm Partnership FleFoder  2/18/2002 10:50 AN
e Local Disk (E:) (@lbrothersofmercyweb FileFolder  5/19/2002 3:40 PH
& < Removabe Dik F:) 2 Documents and Settings FleFoder  2/4/2002 10:23 M
o Removable Disk (61) (@lexperimentatwebsie FleFolder  4/8/20028:39 P
& 2 CDDrive () @lFiyByighiwebste FleFolder  424/2002 7:18 At
2 oive (@) 52 Georties (Al) Backup FleFokder  4/1/20029:13PM
& G Controlanel (D Genctiestveb tp FieFoder  2/10/2002 10:56 PH
@ 5 Mobile Device. (LIGRAPHICS. File Folder 2/21/2002 5:21 AM
i (2 Shared Documents (EProgram Files File Folder 6/5/2002 7:04 AM
& () Philp Siddons's Documents (Eopsfonts File Folder 3/1/2002 554 PM
& 3 My Network Places [=E:3 File Folder 6/25/2002 3:09 P
5 Norton Protected Recyck Bin Ftern Fie Fokder  gtinio0m0 onom

< |





Since Microsoft created the Windows operating
system, there has always been a program to enable users
view, move, copy, delete and rename folders (formerly 
called directories) and the files within them. For years, 
the program was called the File Manager. Now it is 
called Windows Explorer (or My Computer).

The “My Computer” icon appears on every 
desktop but it is helpful to know two things:
· Windows Explorer and the My Computer 
programs are the same program – only the My 
Computer is a slightly different mode or view of 
the Explorer program – showing a more limited
one-column view.
· While the My Computer view does contain a
tool bar with buttons that help with moving or 
copying files and folders to other unseen folders 
and drives, it isn’t as easy with which to work as 
the more helpful two column view of the Explorer
mode. So if you open the My Computer program, click on the Folder button 
in the tool bar and you’ll automatically be in the
Explorer mode and view. This author recommends
 you don’t bother using the My Computer view 
because of its limited one-column view. With 
either method you use to get into the Explorer 
view, you will come to find this program to be most helpful in managing
your folders, sub-folders and files.

Get used to viewing and dealing with the drives and folders from the
left panel. Then, once you click on an icon to go to a drive or folder (on the 
left panel), you will automatically see the contents of that drive or folder (in 
which you are standing in the left panel) over in the right panel. Become 
accustomed to viewing and dealing with files in the right panel.
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The My Computer window:





The Folders button





The Explorer window:





The left panel for viewing drives, folders and sub- folders





The right panel for viewing and dealing with the contents of the drive or folder (in which you are currently standing in the left panel).


In this right panel, you will see sub-folders as well as files.
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