
Managing Your Files
Business Application Software
All Files Stored on Disks
· Floppies

· Hard disks

· Compact Discs (CDs)

· DVDs

· USB Flash-Memory Disks

· AKA “memory sticks”

· Memory that works like a disk

Disks Have Letters
· A: -- floppy

· C: -- hard disk

· D: -- CD or DVD (usually)

· E: -- USB drive (usually)

· G: -- Network (often)

Formatting a Disk

· Adds structure to disk

· Like lined paper

· NOTE: Erases ALL data
Organizing Files into Folders

· Disks can be divided into folders

· Folders divided into subfolders

· Subfolders ( more subfolders
· Folders also called directories

· First level folder = root directory

File Path

· Indicates a file’s location

E:\My Photos\Florida\Holiday.bmp

· E: is the drive name

· My Photos is the top-level folder on drive E
· Florida: subfolder, My Photos

· Holiday.bmp: full filename

Organizing Files: Strategy

· Keep related files in same folder

· Keep all data in My Documents

· Easy to find

· Easy to back-up your data

Windows Explorer

· A Windows accessory

· Browses folder structure

· Can browse:

· My Documents
· My Computer

· Left pane can show folders
· Folders: expanded / collapsed

· Right pane: contents of folder

Creating Folders

· Select parent folder

· Click File > New > Folder
(or Right-click > New > Folder)

· Type name of new folder

Moving vs. Copying

· Moving:

· Removes item from one place

· Places it in another

· Copying:

· Results in two copies of item

Copy a File

· First select a file

· Choose any of following:
· Click Edit > Copy and later Edit > Paste
· Right-click Copy, then right-click Paste

· Right-click and drag to target folder, then Copy
Left-Click and Drag

· Careful: Can do two things:

· Within a disk, does Move

· To another disk, does Copy

· Ctrl + Left-click: always Copy

Move a File

· First select a file

· Then choose any of following:
· Click Edit > Cut, then Edit > Paste
· Right-click Cut, right-click Paste

· Right-click and drag to target folder, then click Move 

Deleting Folders & Files

· Choose any of following:

· Drag to Desktop Recycle Bin
· Select, click File > Delete
· Right-click and choose Delete

· Later, restore from Recycle Bin

· NOTE: Files deleted from floppies bypass Recycle Bin

Finding Files
· In Windows Explorer:

· Click Search button

· “Find files and folders”

· Can search by:

· File name or contents
· Date modified

Selecting Multiple Files
· 3 Popular Ways:
· Draw box around files

· Click first, Shift, Click last

· Click first, Ctrl, Click others

Compressed Folders

· Take up less disk space

· Also called zipped folders

· From WinZip program

· Is actually a file

· Fit on floppies

· Transfer more quickly

Creating Compressed Folders
· Click File > New > Compressed (Zipped) Folder
(or Right-click > New > Compressed (Zipped) Folder)

· Type name of new folder

· Be sure to avoid deleting the .zip extension

Back-Up Your Data!

Do this every month:

· Open My Documents
· Click Edit > Select All
· Click and drag to CD-RW Drive

· Insert CD-R disk

· Right-click and select Write these files

Hiding Files *
· In Windows Explorer:

· Right-click file > Properties

· Check box for Hidden

Seeing Hidden Files *
· In Windows Explorer:

· Click Tools > Folder Options > View
· Click option button for 


Show hidden files and folders

* Advanced tasks.
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