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i Presentation Objective

A To demonstrate a personal Windows file
management strategy that will enable
you to:

A Create, name, rename, copy, move, and
delete Windows folders;

A Name, rename, copy, move, and delete
Windows files; and

A Find Windows folders and files.
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Disk Files

While you organize and store your
written records In paper files, you
organize and store your computer
records in disk files.

Virtually all of your computer
work revolves around files.
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What I1s a Disk File?

A A disk file 0 usually called a file is a
collection of related information stored
on a disk or hard drive.

A A file can be a:

Program,

Operating System (Windows),
Letter,

Picture,

Movie, or

Song.

> > > > > >
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Organizing Windows
Folders and Files

+

A You organize files by storing them In
folders.

A Disks hold folders that contain files (or
documents).

A

> > > > >

Floppy disk,

ZIP disk,

Thumb, travel, flash, jump disk (drive),
Compact disc (CD),

DVD disk,

Hard disk (drive).
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* Hard Drive
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Organizing Windows
Folders and Files

hard disk is housed in a
drive (usually drive C)
inside the computer

floppy disk (drive A)

o

Zip disk (drive D)

CD (drive E)

€

DVD (drive F)
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Windows Explorer

You can organize your files and folders
electronically on a computer the same way you
would organize your paper documents in a
filing cabinet. You can store all of your files in
one folder (storage container) or you can
organize your files into many different folders.

For example, you can create a folder called
budget and store all of your budget type files
In this folder. This makes it much easier when
trying to locate these budget files!
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‘L Messy vs. Neat Filing System

Budget
Payroll
Sales
Accounting

| Budget
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Windows Explorer

A Storing information on a computer disk is
similar to storing information in a filing
cabinet.

A In an electronic environment, the filing cabinet
represents the disk drive, the folder inside the
cabinet represents a folder stored on a disk
drive, and each document represents a file
stored inside a folder.

A It is very common to see folders inside folders
(referred to as subfolders) in an electronic
filing system.
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Windows Explorer

.

A Information stored on a computer disk is in the
form of a file. Each file has an unique location.

Disk
Drives

Document
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Path to the SCLH
May 2007 Newsletter

+

C:\ SCLH\ May 2007 Newsletter.doc
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i Exploring Folders and Files

A My Computer shows the drives on your
computer.

A Windows Explorer  shows the files, folders,
and drives on your computer. It is like the
Directory in the lobby of a medical building
t hat gui des you to yol

A

W ind ows
Explarer
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Opening a Drive or Folder with:
My Computer

A By double clicking the My Computer

icon on your desktop, you can see each
disk drive on your computer and
whether it is a floppy disk drive, a hard
disk drive, ora CD -ROM drive.

A You can browse through your folders
and files stored on each of these disk
drives.
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My Computer

™ Bob's Computer

Fle Edt View Favorites Tools Help

O Back L) l’: p Search || Folders v
Files Stored on This Computer
System Tasks

View system information

) Add or remove programs Shared Bob Ringo's
[ Change a setting Documents  Documents

Other Places Hard Disk Drives

‘j Bob's Network Places w Sgd g % g Sgd

[} Bob's Documents ] )
&3 Shared Documents Local Disk (C:) BOB C-DRIVE BOB D-DRIVE WD MediaCtr SEA_DISK (L:) WD USB 2
(F) (G:) (32 (N:)

@ control Panel

Devices with Removable Storage

Details

Bob's Computer @ k@# E '*gg’ m

SE S T DVDDrive  DVD-RW CompactFlash DVD-RW  5-IN-1(M:)
(D) Drive (E:) Drive (I:) Drive (K:)
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i Windows Explorer  Shortcut

Click the Start button, select Programs , select
Accessories .

A Y o u 0 | Windswve explorer listed in the menu. Right-drag-
and-drop the Windows Explorer icon onto an empty spot
on your Desktop.

A From the pop-up menu choose Create Shortcut Here

Al

Wincowes
Explorer
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i Windows Explorer

A To enter Windows Explorer  from the
Windows desktop, double click on the
Windows Explorer icon.

= A

Wincowes
Explorer
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TIP

A A quick way to open Windows
Explorer is to right-click on the Start
button and then click on Explore from
the shortcut menu that appears.

Open
' Browse with Faint Shop Fro

;]Start‘ ' > Explore
' Eind...

Scan with Nofon Antiviris
- \ f/

Qpen All Users
: Explare All Users
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Windows Explorer

+

Windows Explorer is the one tool
that everyone should learn to use.
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How Windows Organizes
Folders and Files

A Windows organizes folders and files in a
hierarchical file system.

A Windows stores folders and important
files that it needs when you turn on the
computer in the root directory.

A Folders stored within other folders are
called subfolders. Subfolders may have
subfolders to any level.
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i How Windows Files are Named

A File names consist of three parts:
A Description,
A Dot (.),
A Extension.

A Fillename Examples:

A mywedding.jpg
A letter to mom.doc
A Bing Crosby -White Christmas.mp3

A Quicken.exe
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File Name Extension:
description.xyz

AA fi1 l ename extens.i
type and indicates the program by
which the file was created.

A Extension examples:
A .doc MS Word Document
A .mp3 music
A .Jpg photograph

A Xls Excel Spreadsheet
A .ppt PowerPoint Presentation
A .exe executable program
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In Windows EXxplorer

i Seeing File Extensions

A Start Windows Explorer

A Inthe Tools menu, click Folder Options.

A In Advance Settings , unchigec k 0
extensions for known file types. 0
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Seeing File Extensions

+

—>
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