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Microsoft Windows XP Exercise #3: Files and Folders
After completing this lesson you will be able to:

· Find your way around your computer.

· Look at different views of your files and folders.

· Create, edit, delete, move, and rename files and folders.

· Find files and folders.
Your computer stores information in the form of files. There are many different types of files. Some are used to run programs, some are created by programs, and some are created by you. The files used or created by programs include executable files and dynamic-link libraries (DLLs). These files are sometimes hidden to prevent accidental deletion of important data. The files you create include documents, spreadsheets, graphics, text files, slide shows, audio clips, video clips, and other things that you can open, look at, and change using one of a variety of applications.

Files are organized on your computer in folders.

You shouldn’t ever need to change the folders that individual programs create and use on your computer, but knowing how to organize the files you create is essential if you want to be able to use your computer efficiently.  All files have names, and all file names consist of two parts: the name and the extension, separated by a period. The type of file or the program in which it was created is indicated by the extension. The extension is a short (usually three letters, sometimes two or four) abbreviation of the file type.
Windows Explorer

You can use Windows Explorer to view all the files, folders, drives, and peripherals on your computer, as well as those on any computers you are connected to through a network.

1. On the Start menu, point to All Programs, point to Accessories, and then click Windows Explorer.  Windows Explorer opens your My Documents folder in Folders view.  Plus signs indicate that the folder or device shown has subfolders.
2. On the toolbar, click the Folders button.  In the space below, describe how the view changes:

3. Click the Folders button again to return to Folders view.

4. In the left pane, click My Computer to see the list of drives and removable storage devices available to your computer.
5. Click your local home directory to see the list of folders stored there.  In the space below, list 3 of the folders:
Viewing Files and Folders in Different Ways

On the right side of the Windows Explorer window, you can view your files and folders in several different ways. You can view thumbnails or slide shows of graphic files, display file and folder types as tiles or icons, or view a detailed or not-so-detailed file list.  The view options for each folder are available on that folder window’s toolbar, and they vary depending on the contents of the folder. Available views include the following:  Details view displays a list of files or folders and their properties.   Icons view displays the icon and file name for each file or folder in the current folder.

1. Browse out to your home directory on the network.

2. On the toolbar, click the Views button. A drop-down menu displays the view options available for this folder.  On the menu, click Thumbnails.  The folder content is displayed in Thumbnails view.
3. On the toolbar, click the Views button again, and then on the drop-down menu, click Icons to switch to Icons view.

4. On the Views drop-down menu, click List to switch to List view.

5. On the Views drop-down menu, click Details to switch to that view.  On the space below, indicate how the list is sorted and how you know this:
6. Move the pointer over the first four column headings (Name, Size, Type, and Date Modified).  As the pointer passes over each heading, the heading changes color to indicate that it is currently selected.

7. Click Size. The nine files are re-sorted in ascending order by file size, as indicated by the up arrow next to Size.

8. Click Size again.  The files are re-sorted in descending order by file size, and the arrow changes direction to indicate the change of order.

9. Right-click any of the column headings to display this shortcut menu.  The columns currently displayed on the right side of the window are indicated by check marks. Name is gray because the file name must be displayed.

10. On the shortcut menu, click Author.  In the space below, indicate where the check mark appears.

11. Right-click a column heading, and click More at the bottom of the shortcut menu.  The Choose Details dialog box appears.  The currently displayed columns appear at the top of the list.
12. Scroll through the list of available columns.

13. Clear the Author check box, and then click OK.  In the space below, indicate which column disappears:

14. Click the Close button to close Windows Explorer.

Looking at File and Folder Information
Each file and folder has a variety of information associated with it, including its name, size, author, and many other items. You can view the information for all the files or subfolders in a folder by looking at the folder contents in Details view. You can look at the information for a specific file or folder by viewing its properties. You can also edit some file and folder properties. Windows XP has a variety of special folder types. By storing files of the corresponding type in  one of these folders, you can use features that are desirable for that type.

In this part of the lesson, you will add the Address toolbar to the taskbar, navigate to a directory using the Address toolbar, view the properties of a file, view the properties of the folder and  change the picture shown on the front of the folder.

1. Browse to your home directory on the network.
2. Right-click the taskbar. On the taskbar shortcut menu, point to Toolbars, and then click Address.  In the space below, describe what appeared:

3. Position the pointer over the double dotted line to the left of the Address toolbar until the pointer changes to a double-headed arrow. Then drag the line to the left until you can see the entire Address toolbar.

4. Right click on one of the folders in your home directory and choose Properties.  The properties dialog box for that folder appears.

5. Click each tab and look at the information. Then click Cancel.
Creating, Editing, and Deleting Files and Folders
Each application on your computer creates files of a particular type. For example, Microsoft Office Word creates documents (.doc files) and Microsoft Office Excel creates spreadsheets (.xls files).  You can also create and edit simple text documents and graphics using the tools that come with Windows XP.  As you create these files, you will want to create folders in which to organize the files for easy retrieval.

1. Browse to your home directory on the network.
2. Click the Views button, make sure that Tiles is selected on the drop-down menu and then click away from the menu to close it.
3. On the File and Folder Tasks menu, click Make a new folder.  A new folder is created with the name New Folder. The file name is selected so that you can change it.
4. Type My Folder, and then press ENTER and double-click your new folder to open it.

5. Right-click the empty right pane, and on the shortcut menu, point to New, and then click Text Document.  In the space below, give an example of what a file of this type might contain and what you would use it for.

6. Type My Text File.txt, and then press ENTER.  The file is renamed, and the file name, file type, and file size are displayed next to the file’s icon. Because the file is empty, the size is 0 KB.  The File and Folder Tasks menu changes to reflect the addition of your new file:Double-click the file icon.  The text document opens in the Microsoft Notepad program, where you can edit it.
7. Type This is a text file that I created in Microsoft Windows Notepad.
8. Click the file’s Close button to close the file, and click Yes when you are prompted to save your changes.
9. Right-click an empty area of the right pane, and on the shortcut menu, point to New, and then click Bitmap Image.  A new graphic file is created with the name New Bitmap Image. The file name is selected so that you can change it.

10. Type My Graphic File.bmp, and then press ENTER.  The file is renamed, and the file name and file type are displayed next to the file’s icon.

11. Right-click the graphic file, and click Edit on the shortcut menu.  In the space below, indicate the program which this file launches:
12.  Click the Maximize button to make the window fit the screen.
13. Experiment with the Paint tools as you paint a picture of any kind. (Click a tool, move the pointer over the blank canvas, and drag the pointer to use the tool.)  When you’re done, click the Paint window’s Close button, and click Yes when you are prompted to save your changes. The file information changes to reflect the size of the graphic; in this case, the file is 400 pixels wide x 300 pixels high.
 Moving and Renaming Files and Folders

When you have accumulated enough files that you need to organize them in some way, you can easily make copies of existing files and folders, move files and folders from one location to  another, and rename files and folders. The organization methods of copying, pasting, moving, and renaming are the same for both files and folders.  In this part of the lesson, you will make copies of files and folders using four different methods and then move files between folders using two different methods.

1. Browse to your home directory on the network.
2. Click the Views button, and make sure that Tiles is selected.
3. Create 3 new folders in your home directory and call them Test 1, Test 2 and Test 3.
4. Click on Test 1 to select it. On the Edit menu, click Copy.
5. Double-click the Test 2 folder to open it.

6. Select the Paste command from the Edit menu.  In the space below, indicate in which folder the Test 1 folder appeared in:
7. Click the Back button.  You should now be at your home directory.

8. Click the Test 1 folder to select it.

9. Select the Cut command from the Edit menu.

10. Double-click the Test 3 folder to open it.

11. Select the Paste command from the Edit menu.

12. Click the Back button.  You should now be at your home directory.  In the space below, predict where the Test 1 folder went:

13. Click the Back button.  You should now be at your home directory.

14. Click on the Test 3 folder to select it.

15. Type the <F2> key.

16. Rename this folder to Test 4.
As an extra credit exercise, click the Search command from the Start menu.  See if you can use the search dialog to search for the Test 4 folder you just created on the network drive.
