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· CUT, COPY, PASTE

· MANAGING FILES
Do you ever feel like your computer is in charge of you, rather than the other way around?  Can’t find that document or project that you know you saved??  Want to organize your files so that it makes sense???  Windows Explore is the place to do all of these things.  


With any filing system you normally have individual files that are held together in a cabinet of some description.  The same applies with your PC (personal computer).  You have individual files that are single documents that may be held together in a drawer equivalent (your folder), which is subsequently held together in a directory (your filing cabinet or another folder).

In the real filing cabinet, you probably have some sort of system for arranging the files and folders.  This system is most likely based on a sequential order, for example, alphabetical, numerical, or chronological.  The computer is not as efficient as you are in organizing files in a sequential manner, so it follows different rules of order.

[image: image2.wmf]First of all, a file and a folder are two entirely different things to the computer.  Folders are simply containers to keep files in (or perhaps, other folders, as we will see).  Files are what go into folders, simple as that.  We humans frequently use the compound word file folder to mean the material inside the folder, but remember the computer separates these.
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You can open Windows Explore in several ways: 

· [image: image4.wmf]RIGHT mouse click on Start and then select Explore
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Disconnect Network Diive.



RIGHT mouse click on the My Computer icon on the desktop, and then select Explore
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Click on Start, Programs, and then select the Windows Explore icon
Once you open Explore you’ll see something like this:
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“Floppy” drive (A)
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“Hard” drive (C)
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“CD ROM” drive (E)

“Home” drive (H)

“Common” drive (K)

These are all the drives that the computer has access to.  Many of the drives you’ll never use.  The ones listed above are ones commonly used when a computer is connected to a network.  At home you will not see all the drives shown on this picture.

The other parts of the Explore window are:  

Icon buttons that let you go up a level, cut, copy, paste, undo, delete, show file properties, select view options, etc.




Shows what

you have selected 

to look at.

                  The right side of the screen shows you a list of what is inside the part of the computer that is highlighted on the left side of the screen.

Recycle Bin

CREATING FOLDERS:

A folder is created so that you can maintain order in your “filing cabinet”.  You can create folders by subject matter, chronological dates (months of quarters of the year), whatever makes sense to you.   The three places you’ll most often create folders here at school are on the “A”, “K”, and “H” drives.

To create a folder:

1. Open Explore. 

2. Click once on the location of where you want the new folder to be. This step is very important … make sure that what you have highlighted is where you want the new folder to be.

3. Click on FILE, NEW, FOLDER.  (You can also open the folder or directory where you want a new folder, RIGHT click and choose NEW, FOLDER.)

4. Type in a name for this new folder (you can change it later if you want).

5. Press ENTER.

6. You should now see that new folder in the location where you wanted it.

DELETING FOLDERS AND FILES:

A folder or file is deleted when you determine that you no longer need the folder, AND any of the folder contents or individual files.  When you delete a folder, you are deleting all files that reside in that folder.

To delete a folder or file:
1. Click once on the folder or file you want to delete – make sure it is highlighted.

2. Click on the “delete” icon on the menu bar (X).  You can also RIGHT click the mouse and select delete.

3. When you see the message, “Are you sure you want to remove the folder/file…?”  click YES.

4. The folder or file is now deleted.

RETRIEVING DELETED FOLDERS and FILES/DELETING PERMANENTLY:


When you delete a folder or file, it is not necessarily deleted completely – it has been transferred to the Recycle Bin.  This can be a good safety net for accidental deletions.  The Recycle Bin allows you to retrieve a file or folder that was accidentally deleted.  To get files back from the Recycle Bin, simply double-click on the Recycle Bin icon (left side of the screen at the bottom when Explore is open).  Highlight the folder or file you wish to restore,  RIGHT click and choose RESTORE.  The file or folder is restored to its original location.  If the folder a file belonged to was deleted as well, the folder will also be restored automatically.

To empty files from the Recycle Bin (when you know for certain you do not need them,  click once on the Recycle Bin icon (when Explore is open).  This will show you the contents of what’s in the Recycle Bin.  

· To delete only some of the items, highlight the items you wish to delete and choose File, Delete or Right-click and choose Delete, or press the Delete key on the keyboard.  You can use the Shift key with the mouse pointer to choose blocks of files or use the CTRL key for non-contiguous files. 

· To delete all the files at once, click on FILE, then EMPTY RECYCLE BIN.

WARNING: Make sure you are 100% positive you wish to delete the files – they will be gone for good this time.

RENAMING A FOLDER or FILE:

If you decide that you want to change the name of a folder or file you created (do NOT change the names of folders and files that others have created), there are four ways you can do this:

1. SLOWLY click twice on the name of the folder/file and then type your new name.  Press ENTER or click away from the folder name.

2. Highlight the name of the folder/file and press F2.  Type the new name.

3. RIGHT click on the folder/file name and choose “rename”.

4. Highlight the folder/file name, choose FILE, RENAME from the Menu Bar.

Once you are in the edit mode (the filename is highlighted), type a new name.  If you start typing without having touched any key, the previous name would be completely wiped out and the new letters shown.  If you only wish to change a letter, use the arrow keys to position the cursor at the letter you wish to change.  Then backspace or delete to remove any letters you do not want.  You can also use the Home or End keys to get to the beginning or end of the name to be edited.

Files and folders can have names up to 255 characters including spaces.  Some special characters, such as \ / : * ? “ < > are not allowed.

WARNING: when changing the name of a FILE, you must leave the file extension exactly as it was – only change the information that comes in FRONT of the period. 

(example:  newsletter 20Mar2001.doc     can be changed to     parent request 17April2001.doc )

CUTTING AND PASTING:


Sometimes your files or folders are not in the correct location, or for ease of use, you’d like a copy of a certain file or folder to save time recreating one from scratch.  There are various methods to manipulate these items using Cut, Copy or Paste.

If you cut a file or folder, it means you are removing it from its original location.  To copy means you leave it in its original location, but a second (carbon) copy is created as well.  To paste means you have cut or copied onto a clipboard (Window’s special term for where the temporary copy is placed) to then decide where you wish to move or copy the original.

To Cut and Paste (MOVING a file or folder):
1. Have Explore open, and locate the file or folder that you wish to move.

2. Highlight the file or folder.

3. Choose Cut from the Edit menu, Right-click your mouse and choose Cut, or click on the Cut icon (scissors).

4. Highlight the folder where you wish to paste into and choose Edit – Paste, or Right-click your mouse and choose Paste, or click on the Paste icon (clipboard with paper).

-OR-

1. With the Right mouse button, click and drag the file or folder to the new location.

2. When you let go of the mouse a dialog box will appear – choose Move Here.

-OR-

1. With the left mouse button, simply drag and drop the file or folder in the new location.

Each way is effective, but it is up to you to choose which method is preferable.  If you 

Decide halfway through any one action that you do not want to complete it, simply press the ESC (escape) key.  This will cancel anything you are doing as long as you do not let go of the mouse first.

To Copy and Paste (keep the original and duplicate the file or folder):
1. Have Explore open, and locate the file or folder that you wish to copy.

2. Highlight the file or folder, choose Copy from the Edit menu.

3. Select the folder where you wish to paste into and choose Edit, Paste.

-OR-

1. Have Explore open, and locate the file or folder that you wish to copy. 

2. Right-click on the mouse and choose Copy.

3. Right-click the mouse on the folder you wish to copy to and choose Paste.

FINDING FILES AND FOLDERS 



Sometimes, you have no clue where a file is and can’t find it no matter how hard you look.  

· Open Windows Explore

· From the Menu bar, click on TOOLS, FIND,  FILES or FOLDERS 

· In the NAMED field, type in as much of the filename as you know

· In the LOOK IN field, click on the down arrow 

· Click on the appropriate drive.  If you don’t know which drive it could possibly be on, scroll up/down and choose My Computer

· Click on Find Now
· You’ll get a listing of all the files and/or folders found with that name, or whatever you typed as part of a name.

· Look at the IN FOLDER column to find where the file or folder is located.

· To make the column bigger so that you can see all the information listed, DOUBLE-click on the separator line between the columns.  

· You’ll see a double arrow when you are in the right place to double-click.

SELECTING FILES OR FOLDERS – using the SHIFT and CTRL keys
Sometimes you need to select files to open them or delete them or even just to move them.  To choose one file or folder, simply click once with your mouse.  This will highlight the name of the file or folder to show it has been selected.  However, sometimes one is not enough.  If you want to select a number of consecutive files, you must highlight the first file or folder by clicking once on it, then hold the Shift key down before clicking on the last file or folder in the range to wish to select.  This selects everything in between.

However, if you do not wish to select all the items in a range, but instead only a few that are non-contiguous, use the CTRL key in conjunction with one another.
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