File Management for 
Windows
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Windows Structure
A Windows-based computer is made up of the following:
	Desktop
	This is the first screen you see on your computer. It is the starting place of your computer. The desktop holds the Recycle Bin for deleted files and any files, folders, and shortcuts that you put on it. The desktop is the top storage level on your computer. However, it is best not to store actual files on your desktop, just shortcuts to your files or folders.

	My Computer
	My Computer holds all of your drives, such as the ones listed below:

A: - Floppy disk drive

C:, D: - Hard drive (fixed)

E:, F:, G: - Drives such as CD-ROM, DVD, Zip

	My Documents
	This is a central location to store your files on the hard drive (C:).

	My Network Places
	This is where you can find any network servers on your network. 

	Start Menu
	Click on the Start button to see the Start Menu. The Start Menus lists programs that you can use on your computer. You can also find other utilities on the Start Menu such as the utility to set up Printers and Faxes, the Control Panel, and the Search function.

	Taskbar
	This is where any open programs and files are listed. You can easily switch back and forth between open files and programs by clicking on their buttons on the Taskbar.


Hard Drive Folders
The folders on the “root” of your hard drive should look something like the following:

	Documents and Settings
	In Windows 2000/XP, this is where your profile is stored. Under your profile, you will find Desktop and My Documents.

	My Documents
	Documents that you create can be stored here.

	Program Files
	Each application has it’s own sub-folder.

	Windows/WINNT
	The Windows operating system files are stored here.


Categorizing Your Work

In you’re My Documents folder on the hard drive, you should create several sub-folders.  Each sub-folder should be categories of your work.  Here’s an example from my work:

· My Documents

· Instructional Computing Lab

· General Lab Information

· Handouts

· Lab Consultants

· Unit Reps

· General Information

· Meetings

· Technology Handbook

Naming Your Files

· Your filenames can be up to 255 characters long. (215 in Windows 2000)
· You can include spaces and some symbols. The safest symbols to use are the dash (-) and the underscore (_). Never use the following symbols: \ / : * ? " < > |
· If you will be saving or copying your files to a Web server, it is best to not include spaces in your filenames.
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When including dates, include the year first (Eg. 2001-03-31). This way the dates will be sorted in order by year, then month, then day.

Creating Folders

· In Windows Explorer or My Computer, pull down the File menu and choose New Folder.  Your folder name can be up to 255 characters (215 in Windows 2000) and can contain spaces and some symbols.  Never use the following symbols: \ / : * ? " < > |
· In any Microsoft product, in the Open or Save dialog box, click on the Create New Folder tool  [image: image1.png]


 to create a new folder within the current folder in the “In” box.

Moving Files and Folders

You can simply moves files and folders by selecting them and dragging them to other folders. 
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You can select more than one file or folder at a time by pressing the Shift or Ctrl key while clicking on the file or folder.  You can also move files and folders by cutting and pasting them.

NOTE:  If you drag a file from one drive (storage media) to another, the file will be copied.  For example, if you drag a file from the hard drive to a network drive, the file will remain on the hard drive and be copied to the network drive.

Shortcuts

To open frequently used files or folders quickly, create shortcuts to them on your Desktop.  (You should avoid storing files directly on your Desktop.)  

To create a shortcut:

1. Open the folder containing the file or folder

2. Right-click on the file or folder and choose Create Shortcut
3. Drag the new shortcut to the Desktop or to a folder on your Desktop

The graphic for a shortcut displays a crooked arrow in the bottom left-hand corner indicating that it is a shortcut and not the actual file or folder.

Placing Shortcuts on Your Start Menu

Drag the shortcut from your Desktop to your Start menu and hold it there until the Start menu opens.  Then drag the shortcut to the desired location on the menu.

Using the Quick Launch Bar on the Taskbar
The Quick Launch Bar can display shortcuts to any programs on your computer. It is displayed on your Taskbar. 

To turn on the Quick Launch bar, Right-click on a blank area of the Taskbar, choose Toolbars, and then Quick Launch.

To add shortcuts to the Quick Launch bar, drag the shortcuts to the Quick Launch bar and drop them there.

Searching for Files

To find files and folders:

1. Click on the Start menu and choose Search 
2. On the left-hand side, click on All Files and Folders
3. Type any part of the filename or folder you are looking for and click on the Search button.

Changing File Viewing Options

You can change several options for viewing files such as displaying the file extensions, showing hidden files, and using the same window when switching folders in My Computers.  To make these changes:

1. Open My Computer
2. Pull down the View menu and choose Folder Options
3. Click on the View tab

4. Change the desired settings and click on OK
Sorting the Items on Your Start Menu

1. Click on the Start Menu
2. Click on Programs
3. Move your cursor to the Programs

4. Right-click and choose Sort by Name
Sorting the Items on Your Desktop
1. Right-Click on a blank area of the Desktop

2. Choose Arrange Icons by
3. Choose one of the following:  Name, Size, Type, Modified
Downloading Files from the Internet

There are several types of files you can download from the Internet. The most common types are document files and files that install programs.
Document Files

If you are using Internet Explorer, when you click on a link to files such Word, Excel and PowerPoint, a dialog box pops up asking if you would like to Open the file or Save it.  If you would just like to look at the file, click Open and the file will be opened in Internet Explorer. If you would like to Save the file to your computer or a network drive, click on Save. Make sure you pay attention to the location where you are saving the file.

Program Files

There are many programs that you can download from the Internet and install on your computer, such as Adobe Acrobat Reader and Macromedia Flash Player. You can also download many programs from www.download.com. To install these programs, go to the Web site where the installation program is located. Usually the link to download the program is labeled Download Now. Before you click on that link, be sure to read all of the directions for downloading and installing the program. As with downloading document files, when you click on the Download Now link, a dialog box appears asking you to either Open or Save the file. Most of the time you will Save the file. Again, take care to pay attention to where you are saving the file. If you choose to Save the file, after the file has been downloaded, in the Download dialog box, click on the Open button to open the file. 
Unzipping Compressed Files

Sometimes when you download files from the Internet or receive attachments in email, the files have been compressed into .zip files. In order to open these files, you need to unzip them. A program such as WinZip is needed to unzip the files. You can download the WinZip program from www.download.com. Some zipped files are single files—others are several files zipped together. When you unzip them, you can choose the files you’d like to unzip.
Filestamps in Microsoft Word

You can insert a filestamp in your document that displays where you document is saved.

1. Place your cursor where you’d like the filestamp to appear

2. Pull down the Insert menu

3. Choose Autotext and then Header/Footer
4. Choose Filename and path
Do's and Don’ts

	DON'T
	DO

	· Store your documents in the same folder as the application that created it 
	· Separate your Applications from your Documents 

	· Store all of your files on the "root" level of your hard drive 
	· Create Folders to Organize your Documents 

	· Backup Applications 
	· Make shortcuts to your frequently used folders 

	
	· Keep track of where you are saving your documents 


Shortcut:


To quickly create a new folder, right-click on a blank area in My Computer or Windows Explorer, Choose New, and then Folder.
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