Windows XP: Managing files and folders summary
Windows XP provides two convenient entry points into your disks, files, and folders: the links to My Computer and My Documents on the Start menu, and icons on the desktop and Quick Launch toolbar (beside the Start button).
My Computer
To see the contents of a disk or a Network drive: 
· Click the Start button, move the cursor to the top right, and click My Computer.
Or double-click the My Computer desktop or Quick Launch icon.

· Then double-click the icon for your disk: floppy (A:), Zip (E:), network space (H:), or hard disk (C: or D:). 
My Documents
My Documents is the folder where Word and other Office applications will automatically save your documents. On your new rollout systems, it actually lives on the CCSF network, where system administrators back it up regularly. To open My Documents: Click the Start button, move to the top right, and click My Documents. 
The My Documents / My Computer display

My Computer and My Documents display a menu and icon bar above left and right panes.
Icon bar buttons
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Use the icon bar to navigate quickly, to search,  or to change the way  items appear on the right. 

· With one click, the Folders icon shifts the left pane between its two views: Tasks view, which allows quick selection of common tasks, and Folders view, the clickable tree-style view of all the disks and other resources.

· Back and Forward take you to the previous and next places you visited as you navigate through a disk (like the similarly marked buttons in a browser).

· Up takes you one level up from where you are: to the folder or disk that holds the folder you’re in, or back to My Computer or the Desktop.

· Search starts off finding a document or folder (it’s also on the Start menu).

· Views changes the way items appear in the right pane. 

The Left Pane
The Left pane displays either Folders view or Tasks view (shift by clicking Folders icon).
Tasks view (the default) is best for: 

· Quick access to operations relevant to what you are viewing on the right

· Moving or copying files and folders
· Performing tasks tailored to specific file types (like pictures, sounds, video).
The Other Places group suggests other areas you might want to display.

The Right Pane

The Right pane displays the contents of your computer, or a selected disk or folder. 
In the right pane you can:

· Arrange the order and look of your file and folder display

· Double-click disks or folders to view contents  and double-click to open documents 
· Create new folders

· Select files and/or folders to perform common tasks: move, copy delete or rename

Viewing the contents of disks and folders
Disks are organized by making folders and putting stuff into them. 

A folder is just a container. It can hold two things: files and other folders. 

A file is any document saved on a disk.
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Often folders are nested several layers deep. To navigate these layers, double-click a folder icon to see its contents. In this way you can dig down from one layer to another.

To move back up one level to the folder or disk  that contains the folder you’re in, use the Up button on the icon bar. To move back to your last location, click the Back button.
Opening documents from My Documents or My Computer

Most documents are connected with a program on your computer. When you double-click the document in the right pane of the My Documents or My Computer display,  it opens inside its program, ready to work on. Simple!
Changing Views in the Right Pane
The View menu in My Computer / My Documents has new options in Windows XP. These options and their results vary according to what you are looking at.
Thumbnails: Shows small images of pictures and some other file types. 

Tiles: Large, easy to click icons. 

Icons: Smaller icons. 

List: Smallest icons to get more on the screen at once.
Details: Shows size, type, date modified as well as name. 
Filmstrip: Great for (and only available with) pictures. Shows one large image at top, with a strip of images at the bottom to scroll through using VCR-like Previous/Next arrow icons: An instant slide show!

Arrange by… and Show in Groups
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Using the Arrange by options in the View menu (not the Views pulldown on the icon bar). helps logically organize the display of your files.
Recommended: Arrange Icons by Type and Show in Groups.
If you choose Arrange Icons by Type along with Show in Groups, Windows  arranges by document (Word, Excel, PowerPoint) or picture (jpg, gif, etc.) type. Speeds up finding what you want.
Organizing My Documents
Set up My Documents with folders named so that you can save documents efficiently and find what you want quickly. Organizing on disk is like organizing paper:

· Make folders and label them

· Put files and other folders into your folders in a logical manner

Creating Folders
1. Open My Documents or My Computer and go to the folder you want to organize.
2. If you don’t see a listing of tasks (the blue Task Pane) on the left, click the Folders icon above the right pane.
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Look at the Task pane on the left. The top section lists tasks that vary according to what you’ve selected on the right.
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In the left (task) pane, click Make a new folder.
A New folder icon appears in the right pane with its name, New Folder, highlighted. 
Immediately type the name of the folder—what you type replaces New Folder.

Folders inside folders
Create folders inside folders when you are organizing yourself. Double-click the folder inside which you want to make new folders. Then make new folders there. 

Copying, Moving and Deleting files and folders
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In the right pane, click a file or folder to select it.
To select several at once, hold down the Control key while you click other files and folders.  (If you select the wrong one, just Control-click it again to de-select it.)

2. When you have selected the files and folders to Move, Copy, or Delete, click an action in the left (Task) pane. 
(Tips: Don’t choose Publish this file to the Web unless you like using Microsoft’s Web services. Our new CCSF email may not work with the 
E-Mail this file choice.
3. When you Delete, you must confirm moving the selected items to the Recycle bin.
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When you Move or Copy, the Move or Copy window opens.

4. In the Move or Copy window, click the destination disk or folder and click the Move or Copy button. Your selected items are immediately moved or copied there.

· Click the Make New Folder button to organize on the fly. Make sure that you’ve highlighted the folder inside which you want to create the new folder. 
Then you can move or copy directly into the newly created folder.

Navigating through folders
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As you organize, you’ll make many folders inside other folders. To move or copy a document to a folder that you’ve nested inside other folders, you must navigate to it. 
Navigating is simple: click any folder with a plus sign to see folders inside it.
In Figure 1 we’ve clicked the Admin folder to open it. The 33Gough2001 folder contains other folders. Figure 2 shows part of the display when we click 33Gough2001 and then select hirings. The selected folder is where you’ll send the files you move or copy.
The Recycle bin

When you delete anything, it goes to the Recycle bin. Since the items in the recycle bin take up space on your disk, you should empty the recycle bin every so often.

Emptying the Recycle bin
1. Double-click its icon
2. On the Task Pane (left), click Empty Recycle Bin
Restoring an item
1. Double-click the Recycle bin’s icon to open the Recycle bin.
2. Click to select one item or control-click to select several.

3. On the Task Pane (left), click Restore. The items get put back where they were.
(Tip: The fastest way to copy to your Zip or Floppy

1. Navigate to My Documents or your Network drive. 
2. In the right pane, select what you want to Back up to a floppy or Zip.
3. Right Click. 

4. In the Shortcut menu, select Send To:
5. Your Send to: choices include your Floppy and Zip drives. 
Click whichever you want.
Backing up and Offloading files and folders

· Why Back up? Be safe:  always keep more than one copy of important documents.

· Why offload? Your My Documents Network storage space is limited to 100 megabytes: you may need to clear space for new work.
· All those old documents make it hard to find what you need NOW.

How to do it: In My Computer or My Documents navigate to where your files live. Select them or their folder in the right pane. Move or copy them to another disk.
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