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	Drive Letter
	A:
	C:
	D:
	E:

	Drive Type
	Floppy
	Hard
	CD-ROM
	Removable


Note: Drives are folders too and so is the Desktop.

Objective: Manage the files on the hard drive.

Approach: Use techniques you already know:


1.   Click to Select, Double Click to Open

2. Click the right mouse  button to display a menu

3. Use Cut, Copy & Paste from the Edit menu on the Main Menu

&   Learn to use Windows Explorer

Exercises:

1. Create two files with Microsoft Word:

1. A file named File1 saved on the Desktop

2. A file named File2 saved in the folder Core

2. Create a folder called Folder1 on the Desktop

1. Right click an open area on the desktop to display a menu

2. Select New/Folder

3. Type Folder1 in the box

3. Drag File1 and drop it on Folder1

4. Double click Folder1

1. A two-paned window appears with File1 listed in the right pane

2. Click on the Folders button on the toolbar

3. This is a the classic view of Windows Explorer

5. There are several ways to open Windows Explorer:

1. Start/My Documents

2. Start/My Computer

3. Start/All Programs/Accessories/Windows Explorer

4. Right click Start/Explore

5. WindowsKey+E

Notes: 
1.   Click the + signs in the Folders pane (left side) to see sub-folders

2. Click the folder name in the Folders pane to see all the contents of that folder – sub-folders & files – in the right pane

6. Create a folder Core1 under My Documents

1. Select My Documents

2. From the Main Menu: File/New/Folder

3. Type Core1 in the box

7. Copy File2 from folder Core to folder Core1

1. Select File2

2. From the Main Menu: Edit/Copy or from the keyboard: Ctrl-C

3. Select folder Core1

4. From the Main Menu: Edit/Paste or from the keyboard Ctrl-V

8. Move File1 from folder Folder1 to folder Core1


1.   Select File1

2.   From the Main Menu Edit/Cut or from the keyboard Ctrl-X

3.   Select folder Core1

4. From the Main Menu Edit/Paste or from the keyboard Ctrl-V

9. Delete File2 in folder Core

1. Right click on File2

2. Click on Delete

10. Rename File1
1. Right click on File1

2. Click on Rename

3. Type File1a in the box

11. Delete all files and folders created during these exercises

Note: An alternate way to Move/Copy files or folders to a new location is to drag and drop (as was done on the desktop in exercise 3). Use caution less you drop a file or folder at the wrong place. If you drag on the same drive you will move the file. If you drag from one drive to another drive you will copy the file. If you drag with the right mouse button you are presented with a menu with several options. This is the most general way to move/copy files/folders and often the safest.

