
Windows XP: Managing files and folders
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Looking at your disks and folders
Windows XP provides two convenient entry points into your disks, files, and folders: the links to My Computer and My Documents on the Desktop and on the Start menu.
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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 icon.

· Then move to whatever resource you want to look at: Double-click the icon for your disk: floppy (A:), Zip (E:), network space (H:), or hard disk (C: or D:). 
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Open My Documents by clicking the link on the left.
(Tip: 
To restore a desktop icon for My Documents or My Computer, right-click the Start menu entry and choose Show on desktop from the popup menu.
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To open My Computer from the keyboard: hold down the Windows key and tap E 
(E stands for Windows Explorer—the name of the program you’re actually using).
The Windows key, between Control and Alt, is marked with a Windows logo.
My Documents
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My Documents is the folder where Word and other Office applications will automatically save your documents. To open My Documents: Click the Start button, move to the top right, and click My Documents. Or double-click the icon on your desktop.
The left pane displays tasks appropriate to what is displayed or selected in the right pane, along with Other Places to display and a Details area. (You r display will show different icons, and the icons may look different from the illustration.)
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	To make the right pane of My Documents look like the illustration, go to the menu bar and make the following choices:

1. View ( Icons. 
The menu closes.

2. Reopen the View menu and click Arrange Icons by ( Type.

3. Reopen and click Arrange Icons by ( Show in Groups.

Arrange By choices are not available from the Views pulldown on the icon bar, only from the View choice on the menu bar.


Comparing My Documents and My Computer

My Documents and My Computer initially display different aspects of your computer resources, but have the same components (left and right panes). And you can always switch from one to the other. But you’ll find each quicker for certain tasks.
	My Computer: All your computer resources

	Initially shows:

· Left pane: Tasks or Folders and disks. (Change from folders to tasks view by clicking Folders icon on top icon bar.)
· Right Pane: Disks and other resources.
	Quickest for:

· Moving to another disk

· Copying files or folders from one disk to another
	Get to it from My Documents by:

· On left Task pane, in Other Places section click My Computer OR

· On left Folders pane, below My Documents click My Computer.
Or open My Computer anytime with the Windows-key + E combination.

	My Documents: The folder where Office (Word Excel, etc.) automatically saves documents

	Initially shows:

· Left pane: Tasks

· Right Pane: Contents of My Documents (Folders and files)
	Quickest for:

· Organizing My Documents

· Backing up parts of My Documents

· Copying/Moving files/ folders to another disk or folder
	Get to it from My Computer by:

· On left Task pane, in Other Places section click My Computer OR

· On left Folders pane, above My Computer click My Documents.


The My Documents / My Computer display

The My Computer/My Documents window displays a menu and icon bar above left and right panes.
Icon bar buttons
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Use the icon bar to navigate quickly or to change the way  items appear on the right. 

· 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. 

· 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 (covered in the next section).

The Left Pane
The Left pane can display one of two views: Folders view or Tasks view.
Folders View

Best for: 

· Choosing which disk (or other resource) to view
· Moving from folder to folder inside a disk 
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You can display the familiar Window 95/98 folders view of your computer’s resources on the left in My Documents or My Computer. Click the Folders icon on the icon bar to switch in and out of Folders view. 

In Windows 95/98 this left pane was the best way to view your disks and other computer resources. In Windows XP you can still drag and drop folders and files from right to  left pane. Or use the Right-drag method (press the right mouse button to drag and drop) to get a menu allowing you to choose whether you want to move or copy.
Windows XP, however, offers a method that many will prefer: a task pane that offers common things-that-you-might-want-to-do with one mouse click.

To close the Folders window and open the Tasks Pane, click the Folders icons or the X at the top right.
Tasks View

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).
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The Tasks pane lists things-you-might-want-to-do. Items are grouped, and each item is clickable. The lists vary according to what you have displayed or selected on the right. 
For example, the tasks displayed in My Computer (before selecting any item) have to do with viewing or changing your computer configuration. When you navigate into a disk, you will see tasks relevant to files and folders on the left.
The Other Places group suggests likely areas to open.
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· This task pane appears because a file containing a picture is selected in the right pane. 

· Picture tasks are specific to that kind of file.

· File and folder tasks will appear for any selected file / folder.
Performing a task
1. Select a file, folder, or group of files / folders in the right pane

2. Click the task on the left

3. Follow the prompts to accomplish the task.

In this document we’ll go through how to organize yourself by creating folders and moving and copying files and folders.

The Right Pane

The Right pane displays the contents of your computer, or a selected disk or folder. In some views, the folders are listed first, so you may have to scroll down to see the files.
In the right pane you can:

· Double-click disks or folders to view their contents

· Create new folders

· Double-click documents to open them

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

· 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 just a 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!
Hidden files

[image: image11.png]Copy ltems

Select the place where you want to copy.
WindawsXP101.doc, Then click the Capy button,

Desklop
=M
12 Adnin
2 DuI2002
12 faclabs

12 FrontPageworkshops
12 My Broadoasts

My Data Sources
122 My eBooks

To view any subfolders, click 3 lus sign above.




Depending on the Support Tier that you or your department has chosen, you may sometimes encounter a message about hidden files.

This message indicates that you have entered dangerous territory!
You can always use the left pane to return to My Documents, My Computer, or your network space, where you have complete control.
New ways to view your files and folders
The View menu in My Computer / My Documents has new options in Windows XP. These options and their results sometimes vary according to what you are looking at.
View menu options: Some new, some old. 
	View
	Try with this type of file
	Result

	Thumbnails
	Pictures, PowerPoint; folders containing images
	Shows small view of image. Preview images in folders. Very helpful for a folder with a lot of images! Thumbnails view displays the images a folder contains on a folder icon so you can quickly identify the contents of the folder. For example, if you store pictures in several different folders, in Thumbnails view, you can tell at a glance which folder contains the pictures you want.

	Tiles
	Any
	Large, easy to click icons. The icons are larger than those in Icon view, and the sort information you select is displayed under the file or folder name. For example, if you sort your files by type, "Microsoft Word document" appears under the file name for a Microsoft Word document.

	Icons 
	Any
	Smaller icons. 

	List
	Any
	Smallest icons to get more on the screen at once, useful if your folder contains many files and you want to scan the list for a file name. You can sort your files and folders in this view; however, you cannot display your files in groups.

	Details
	Documents
	Shows size, type, date modified as well as name. In Details view you can also show your files in groups.

	Filmstrip: Only available with pictures
	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…
Using the Arrange by options in the View menu can help organize your files and folders temporarily just while you look at them. Using these options makes it easier to locate Word documents or Excel spreadsheets, and may put off the day when you have to get in there and actually create folders and move stuff around. Not that that’s hard, as we’ll see….
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The Arrange Icons By option in the View menu also has several helpful new choices. What you’ll see on this sub-menu also varies according to what you’re looking at.

This Arrange Icons By display for a folder that includes pictures shows the options Picture Taken On and Dimensions. 
Now, here is the Arrange Icons By: display for My Computer.
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Since, in My Computer,  you are looking at several disk drive icons, you are probably interested in their total storage space (Total Size) and the amount of space left on each one (Free Space). These entries don’t appear when you are looking at a bunch of documents or pictures.

Show in Groups

Show in Groups is available in the Thumbnails, Tiles, Icons, and Details views. 
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The Show in Groups choice is helpful because it arranges files logically depending on your Arrange by: choice. If you choose:

Name, Show in Groups separates by letter of the Alphabet
Size produces a size ranking

Modified, shows in order by date.

The most helpful choice: If you choose Type and Show in Groups, Windows  arranges by document type (Word, Excel, PowerPoint) or type of picture (jpg, gif, etc.). Very nice—this presentation can speed up finding what you want.

Experiment!

Cleaning up My Documents
—or any folder

Your My Documents folder is the place where most Office programs (Word, Excel, PowerPoint) want to save all your documents. Generally this is good, because:

· You’ll always know where things are

· You get there quickly and automatically when you save a file

You can use the View and Arrange by options to help you find what you want in My Documents. 
But if you have 504 files to View and Arrange, you’ll still have trouble.

The solution? Organize! Set up My Documents with folders named so that you can save documents efficiently and find what you want quickly.

How to organize

The easiest way to keep track of what’s in your My Documents or any folder is to organize! Organizing on disk is like organizing paper:

· Make folders and label them

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

Organizing Strategies

Windows XP makes it easy to perform file and folder maintenance. 

What’s the best organization for you? Only you know. Some suggestions:

Teachers: Create folders for classes that you teach regularly. Within the folders, create other folders by Semester. You’ll keep records and have models for documents that you need to recreate for the next class. And you can archive whole classes or semesters to a Zip disk when you no longer need them. Create other folders for committee assignments—or for documents that will help when you apply to be full-time.
Administrators: Folders by Project, Committee, Function. 

Classified Staff: Use folders for forms and other documents that you refer to often. Create folders for functions, or set things up by Fiscal Year.

Getting to the right folder

1. Open the folder you want to organize:
· To open My Documents: Click its desktop icon or select it from the Start menu.

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.

3. 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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Creating Folders
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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
You can create folders inside folders—in fact, you’ll probably want to do this when you are organizing yourself. First you have to navigate to the folder inside which you want to create another. Double-click the folder inside which you want to make new folders. Then make new folders there. 
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Copying, Moving and Deleting files
1. In the right pane, click a file or folder to select it.
2. 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.)

3. When you have selected the files and folders to Move, Copy, or Delete, click an action in the left (Task) pane.
If you have only selected one file or folder, you can also select Rename.
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When you delete, you must confirm that you want to move the selected items to the Recycle bin.
When you Move or Copy, the Move or Copy window opens.

5. 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.

More on the Move / Copy window
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When the Move or Copy window opens, you’ll see a plus or minus sign beside some folders.

· A plus sign means that the folder contains subfolders that are not visible.

· A minus sign means that subfolders under that folder are visible.

· Click the folder icon or the sign to change signs—to show or hide sub-folders.

In the illustration:

· My Documents is showing all its folders (minus sign)
· Admin contains folders that are not visible (plus sign). 

· My Broadcasts has no folders inside it (no sign).

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

Navigating through folders

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 several others, you must navigate to it. 
Navigating is simple: click any folder with a plus sign to see folders inside it.
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In Figure 1 we’ve clicked the Admin folder to open it. The 33Gough2001 folder contains other folders. 
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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.


A Move / Copy Tip for My Documents
You can move files and folders into other folder inside My Documents by just dragging them inside the right pane of the My Documents display.

1. Select the file/folder or shift-click to select a group of files and folders

2. Drag your selection to the icon for the folder where you want to move them.

3. Before you reach the folder, your file looks like a ghost

4. Don’t release the mouse key until the folder where you want to drop the selection highlights.

5. When you release the mouse key, the selection moves inside the highlighted folder.

If you change your mind:

· Lift the mouse button before you drop it on a folder

· Right after you have finished the move, you can undo as usual by choosing 
Edit ( Undo from the menu bar, or by pressing Control-Z.

The Recycle bin

It’s still on your desktop. And you view, empty and restore from the recycle bin just as you did in Windows 95 or 98.

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

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 when you deleted them.
Bypassing the Recycle bin

If you press the Shift key when you click Delete this item on the task pane, you erase the item completely, without sending it to the Recycle bin. Be Careful!

Backing Up
Backing up just means creating one or (better!) more copies of your documents on disks separate from the hard disk on your computer. To Back Up, use the same Copy and Move techniques already outlined.
Why back up?

· Your hard disk has problems. Even the best hardware can fail.

· You make mistakes (really). Everyone occasionally deletes the wrong file or copies the wrong material over their work.

· A computer glitch trashes the document you’ve been working on for the last 4 hours.
· Your favorite floppy disk—the one that you’ve been saving everything on for the last 5 years—unbelievably fails (I’m not making this one up).

Things just happen. Two copies are better than one, and three are even better.

Backing up tips

You may be able to back up your entire my documents folder by copying it onto one Zip disk. Or you may want to divide your work into several folders and back them up on separate disks. Here are some suggestions to make your life easier:

1. Organizing your work into folders, named for their content, helps you find things, and also helps you back up. You can easily copy a folder or set of folders onto separate zip or floppy disks.

2. Make backing up a habit. Doing it regularly help you stay safe.

3. Backup My Documents regularly if you are using it in addition to or instead of your Network storage space.
4. You may want to move old but important files from your Network drive (H:) to clear space for new work.

5. To copy folders or files to a disk, just copy as usual. When you get the Copy or Move window, scroll down to see the other disks on your system.
(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.
Deleting and offloading old files
Reasons to get rid of old files and folders:

· You haven’t used them for 3 years: will you ever?

· Well, you might have to use that old form or teach that course again—but not for at least 3 more years. Maybe you should put it on its own (labeled!) zip disk so that you can find it when you want it.
· Your Network storage space is limited: you may need to clear space for new work.
· All those old documents make it hard to find what you need NOW.

To Offload files or folders: Open My Computer or My Documents. If you need to, navigate to the folder where your files live. Select them in the right pane. Click Move in the Task pane and send them from My Documents or your Network space to a Zip or floppy. 
Or use the Tip above: Right-click your selected items, click Send to: on the shortcut menu and choose your floppy or Zip. Then delete them from their original location.
To Delete files or folders: Select them and then use the Delete choice on the task pane.
Tasks pane for My Computer
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Task pane with picture file selected





Figure 1





Figure 2





Moving a file to a folder: Don’t lift that mouse button yet – the folder hasn’t highlighted.





Now the word doc is clearly over the folder icon, and the folder is highlighted. Time to let go of the mouse button and finish moving the file.





Icon bar





If you don’t see tasks on the left, click the Folders icon 
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