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Storage Media

= Hard drive
= USB flash
= CD/CDRW
" DVD/DVD-RW
= External hard drive

" Floppy




Browsing Through Files

= Windows helps you store, locate, and
manage user files on various disk drives
and folders

I“I

My Documents

g

i
R

My Computer

Win XP Win Vista



File Organization

= Windows stores files in a flexible hierarchy
with three basic levels

Level Definition Examples
—— - Drive Physical place to store files = Floppy disk
S Local Disk (C:) = Hard drive
| Folder Electronic place to store files ® Folder for files of an
____|| CfFice 2007 Essentials app”cation program

® Folder for all letters
related to a project

= = Shadow Knows F| I e Collection of ComPUter data with " Aletter
'—-"". a \ a commaon purpose A picture
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The My Computer Window

(Win XP)

Menu bar \ 2 My Computer

File Edit Yiew Favorices

Toolbar — ¥

_1' My Compuker

Address __

bar System Tasks

[4] vi em information

Shortcuts to
useful tasks
and places

[# Change a setting

Other Places

%] My Metwork Places

—

) My Lo ments

3 Shared Documents
[} iZonkral Panel

Details

My Computer
System Faolder

Help

Search Folders m =

L Y Add or remaove programs

Files Stored on This Computer
| shared Documents |II Computer 10's Documents

Hard Disk Drives
s ﬂ-’ WIN %P (C3)

.:_::; ﬂ_} Local Disk (D)
Devices with Removable Storage

| Remowable Disk, (E:)
= :‘.-# Mo a i

J D Dive (F2)



The Computer Window

(Win Vista)

Address
bar

.l )| » Computer »
et

TOOIbar — Organize =

Mame Type - Total Size Free Space
Hard Disk Drives (3)

Shortcuts to E e ’ Local Disk (C:) IDE-1 (D)

locate files e e | rr————
More » IDE-2 (E3)

| Documents

Folders v
Folder and B Desktop

Device list |E|' Lab Computer —
bl 53] Fioppy Disk Drive (4) G DVD RW Drive (F)
M Computer =5 ==V
—=n Floppy Disk Drive (A:)
lf._.,. Local Disk (C:) ® ./ CD Drive (G2) - FLASH DRIVE (H:)
s IDE-1 (D) = -_—
= IDE-2 (E:)
== DVD RW Drive (F)
= CD Drive (G:)
e FLASH DRIVE (H:)

Devices with Rernovable Storage (4)

n: CLARITY
Intel(R) Pentiumi(R) 4 CPU 2.40GHz
1.50 GB




Changing the View —

(WI n XP) & Thumbnails
Tiles

®" You can display files and folders
with various views
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Changing the View
(Win Vista) N

" You can display files and iy = s vedmicon
folders with various views 5 Smallcons

if Extra Large Icons

4 Bonuses g | CIiff Palace-Mesa Yerde
"

|

I-=F

= Expense Estirmates ﬂ L03-Offline for a Snonze
i

4 Meeting Motes ' Movie Rentals

= 5
[% |

=1 = Report gy Shadow Knows

e

Bonuses CIiff Expense 03 C Meeting
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Sorting Files

= Sort your view of files in Sort Menu = Win XP
various ways
Ao By Name

A By Slze . I:;::'lhnails
L -
4 ByModified (Date)

Size
Choose Details, ..

Sort Bar — Win Vista Custamize This Folder... Madified
T T T L L Go To [
Refresh

Showw in Groups

Date modified Type

W Aukto Arrange

Sort Menu — Win Vista Align ko Grid

View
Sort By Mame

Group By ¢ Date modified
Stack By Type

Refresh Size

Custornize This Folder... e

Paste Ascending Z
& Descending -

Paste Shortcut

Undo Copy Ctrl+Z Maore...



Working with Folders

" Folders are electronic locations to store

groups of related files
= Create new folders \'
whenever at any time

= Windows 2000 and XP automatically create
a My Documents folder

y 4



Creating Folders

" You can create new folders to build your
own file system

" You can create folders in the Documents
folder, on a USB flash drive, etc.

[ew Folderll
Ficw Folder

Win XP Win Vista

yi



The Folders Panel
(Win XP)

r‘ My Documents g1

File Edit “iew Faworites Tools  Help

IJ Back - 'Tr Search Folders m -
Address |[5) C:\Documents and SettingsiStudent 20074y Documents
Folders
The Address bar D pocte Y s O 1y s

indicates the open folder
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[:lr" Control Pane

This Documents
folder contains five
folders

The right panel displays the é/Z,

contents of the selected folder



The Folders Panel

(Win Vista)

The Address bar
indicates the
open folder

The Folders
panel displays a
hierarchical view

of the computer
system

2007 9:15 PM
915 PM

Folders

4 Bl Desktop '
15 P
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9:15 PM
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"'_ _ontacts
| Deskto 3]
Documents
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The right panel displays the
contents of the selected folder

Type

File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
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Renaming Files and Folders

= Rename a file or folder after you have
created It

Open
Ir F:‘ Edit
MNew
Prink
Refresh Thumnbnail

releke
Fename

Properties

A right-click on any filename displays
the Rename command

vl

You can also rename a file by clicking the name once, waiting

about one second, and clicking again to select the name. You /
can then type a new name. =



Filename Extensions

" Three letters that follow most filenames

A Extensions help Windows keep track of the program you
used to create a file

A You can set Windows to hide filename extensions

Tutor Meeting.doc

Filename Extension




Moving and Copying Files

(Win XP)

= Copy and Paste method to copy files

= Cut and Paste method to move files

5 -
@ Lesson 03 @
i Wiew  Favorites  Tools  Help

Undo Copy Chrl4-Z
search Folders EI M

Chel+

. _uk |
e m Student 20074y DocurnentsiOffice 2007 EssentialsiLesson 03

¥ Copy To Folder... c a "_ 23
= [ Mowe Ta Falder, .. =
+
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LO3-Offline For a Snooze Meeting Mokes Movie Rentals
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Moving and Copying Files

(Win Vista)

= Copy and Paste method to copy files
. Cut and Paste method to move files




Selecting Files

" Use [Citrl

and

multiple files

|_1"L_| W onuses
[Eek| icrasaft Office Excel Warksh, ..
W0 KR

|_ xpense Estimates
icrasaft Office Excel Warksh, ..
11 KE

P_ J Meeting Motes
=1 Expense Estimakes
[

LIT_‘ " decting Motes
yd icrosaft Office Word Document
-2 KB

e

L;' Shadow Knows

45 kB

Shift

B
Q

T ot
1= :
16 KB

e

E320 3 240
PEG Image

to move and copy

liff Palace-Mesa Yerde Use [Shift] to select

512« 384
PEG Image

adjacent files

i 03-Offline For a Snooze

't"‘ LOS-OfFline For a Snooze Use to Se|ect

non-adjacent files

icrosaft Office Whaord Document

FSummer Hiking at Ghost Ranch
icrosaft Office Whaord Document




Deleting Files

" Deleted files and folders from hard disks
are placed in the Recycle Bin

= Retrieve files and folders from the Recycle
Bin to "undelete" them.

T v

Recycle Bin Recycle Bin

vl

Files and folders deleted from USB

flash drives and floppy disks are not
placed in the Recycle Bin! They are
deleted permanently.




Restoring Files and Folders

® Open the Recycle Bin to restore
(undelete) its contents

" Restore individual items too

® Recycle Bin

Win Vista
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