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Finding Files

0 LABYRINTH

LEARNING®




Learning Objectives

*» Describe and use various storage devices
»Use File Explorer to locate files and folders
" Plug in a USB flash drive

" |dentify different types of folders used by
Windows

» Find files and folders with File Search




T
About Storage Media

" |nternal hard drives
=CD/DVDs

= External drives .
= USB flash drives
= Network drives




Viewing Storage Drives

~ Devices and drives (5)
Windows 10 Pra {(C:)
im N
oy 166 GB free of 425 GB
LENOVO (D) — Two internal hard drives
|
.y 22.1 GB free of 24.9 GB
DVD RW Drive (E) Some Windows 10 computers have a DVD/CD
drive that uses removable discs for storage.
Removahle Disk {F:)
I —— Removable storage device (a USB flash drive)
.y 7.48 GB free of 7.52 GR
SDy SoHC(G) Many computers now come with an SD card
==—" 7.0 GB free of 7.20 GB drive.




T
Plugging In a USB Flash Drive

A USB flash drive can be plugged in to any USB
port on a computer.

= Before you can use it, Windows 11 must recognize the
drive (this can take a few moments).



T
Unplugging Safely

* Make sure Windows is no longer using the drive.

*Use the activity light method: Don’t unplug
the drive until a few seconds after the light stops
blinking.

TIP! There is a risk of damaging the files on a USB flash
drive if it is unplugged improperly!



File Explorer

The address bar identifies the
drive and folder system.

B This PC X + - o X
New T Sort ~ g View v
The Folderspane | . . . 1| =@, mie ool Search for files
lets you view all - — and folders
usic ~ Devices and drives
folders on all I pictures =
dri \ o— r—
rives. ’ 2022 0S (C) USB DISK
Camera Roll € H
View pane
> Misc Old Pho
Saved Picture
Screenshots
Splash!
Xbox Screens
N
» u\a’ideos
> [ This PC
> __ Libraries
2 I\tem-s— HoR NISK e g Q




Y
The Address Bar

"It runs across the top of a folder window.

» |t displays a path (hierarchy) that includes a starting
location and any drive, folders, or subfolders linked to
that location.

* The path is like a map with signs pointing to your
present location. Open folder
/

» This PC » Removahble Disk {(F:} » Photos }} w | )

TIP! The path is Explorer’s way of saying, “You are
here, and this is how you got here.”




Common Folder Window Tasks

= Browse for files and folders.
= Search for files and folders.

*Create new folders and use them to organize your
documents.

= Rename files and folders.
= Move and copy files and folders.
= Delete files and folders.



Y
The View Tab

— Layout commands

Sort By drop- /}L sort v | |Q view « p—"7-
down menu

U Extra large icons b
L) Large icons
» Y Medium icons

oo Small icons

Layout Options

== List

= Details
o— Tiles

8= Content

= Compact view

Show >

10



T
Identifying Folder Contents

The look of a folder icon changes in certain views
to indicate the contents.

4

Empty Folder Folder with Word Documents Folder with Pictures

Compressed Folder.zip
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The Folders Pane

The Folders pane displays all drives and folders on
computer in “tree” (hierarchy).

« ™ = o o
‘@ Onel
= s Contents of the
N selected folder show
Folders pane — ::J:w.nloa(ls aaaaaaaaaa Sawved Pictures Screenshots up in the View pane.
» [&=] Pictures /
m\n’i (((((
o Wind (C)
Click to
expand
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T
Searching for Files

W i n d O WS gat h e rS /2 internet - Search Results in 0¢ X +

information about _—— -
~ > Search Results in OS (C) v X 2 internet .

d O C u m e n tS I n t h e ’ Misc Old Pho amd64 microsoft-windows-mccs-internetmail 31bf3856ad364e35 10.0.22621.1 no... I

Date modified: 5/6/2022 11.03 PM

M Sort ~ 8= View ~ &L Search options ~ see

Saved Picture

C k r u n t k . - — amd64_microsoft-windows-mccs-internetmailcsp_31bf3856ad364e35_10.0.22621.1_..
b a < > ‘ I ‘ ’ I I I a ( E creenshots Date modified: 5/6/2022 11:03 PM
Splash! sy amd64_microsoft-windows-ie-internetexplorer_31bf3856ad364e35_11.0.22621.1_no...

S e a r C h W O r k fas te r Xbox Screens " Date modified: 5/6/2022 10:42 PM

> @ vid ~— wow64_microsoft-windows-ie-internetexplorer 31bf3856ad364e35_11.0.22621.1_no...
1aeos Date modified: 5/6/2022 10:20 PM

and more accurately. | .-

> __ Libraries

migration.xml Size: 753 KB
Date modified: 1/11/2023 424 PM

mshtml.dll Date modified: 12/14/2022 11:14 AM

> wm USB DISK (E:
& CA\Windows\WinSxS\wowb4_microsoft-windows-i.tmlrend..  Size: 17.9 MB

> 8 Nework MshtmlIDac.dll Date modified: 12/14/2022 11:14 AM

> [E5 Control Panel C\Windows\WinSx5\x86_microsoft-windows-ie-mshtmldac.. Size: 62.0 KB

iemigplugin.dll Date modified: 11/18/2022 5:38 PM

& R le Bi
ecycie Bin CAWindows\WinSx5\wow64_microsoft-windows-ieframe_3..  Size: 63.5 KB
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