File Management

File Management is the organization of your computer files. Many people have a tendency to save
all of their files in My Documents without any thought to organizing them. This would be like
putting all of your papers in a drawer without putting them in folders, or arranging them by topic.

Why do I need File Management?

If you organize your files, you can find them again. If you get rid of files you don't need, your
computer will run faster. Getting rid of files saved on the network will free up space on the
network server.
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Step 1: Emptying the Recycle Bin

Double click on the Recycle Bin icon. (If you change your mind about throwing something away,
click on the file name to highlight it. Click on File > (and pull down to...) Restore. This will put it
back where it was before you put it in Recycle.)

Click on File = (pull down to 1°' choice..) Empty Recycle Bin. Say Yes to confirm delete.

% Becycle Bin O] x|
Click on File J File Edit “iew Go Favorites Help |
and choose - . = ¥ S ) x E
Empty ReCyCIe Back Eanaand e} Cut Copy Paste Unda Delete  Properties Yie
Bin. / J Address I@ Recycle Bin j

I ame | Original Location | [ ate Deleted | Type | Size |

@inumal of PCT thiu hikers | CAwWINDOWSADes.. 5/25/99 3:40 P Microsoft Word Do, . 55KE

@ journal of SouthLake hiker...  C:awWINDOWSADes..  8/25/93 3:40 PM Microzoft Word Doc... 44KE

[C1 Mew Folder C:\My Documents 9/8/99 7,36 PM File Folder 32KB

Cdod C:\My Documents 9/8/99 7.46 PM File Folder 32KB

| 4 ohject(s] |92.5KB | Bl My Car

Step 2: Find your files.

On a stand-alone computer (not hooked up to the network:
Double Click My Computer

Double Click C: (the hard drive)

Double Click My Documents folder

On a network computer when you are logged on with your login name and password:
Double Click My Computer

Double Click Your Log-in Name on Twain

Double Click on My Documents folder
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Step 3: Move the My Documents window so you can see both the window and the Recycle Bin.

1. If the My Documents window covers the full screen, click on the center box in the upper
right corner of the window.

2. If the My Documents window is too small, put mouse pointer on lower right corner and drag
it larger.

3. If the My Documents window is oo high, low, left or right on the screen, put mouse pointer
anywhere on the blue line at the top of the box, and hold down the mouse button as you
drag the window to a better position.
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middle of
these three
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Documents
folder not fill
the screen.

e

2. Put mouse
cursor on this
corner to drag
window bigger.

Step 4: View the contents of the window as a list with creation dates.
Click on View on the menu bar and then choose Details. Then you can see the dates you last

used each file.

# My Documents O] x|
Chck on View J File )E» View Go Favoites Help |
and choose | = ‘ &£ 2 = | X g | =
D t .l Banh i ard ) Cut Copy Paste Unda Delete  Propertizs Wig
etails. J Address I@ My Documents j
Name | Size' Type | Modified | -
THEILL OF SALE | KB Microsoft word Doc...  6/3/33 1013 PM
@ byronindirectcostrate 24kB  Microsoft'word Doc...  8/5/93 7.38 P
If the ends of the names ) commentslBlproposal ZKE Miorosoitword Doc...  3/30/93 524 AM
t ff 1 k d facultpsummerdd 2B MicrozoftWord Doc...  8/31/99 938 P
are cut off, chick an @Jnn's calendar 1EBE  Rich Text Format 2/26/99 B:53 PM
hold your mouse on the B meritpayl B7KE  Microsoft Excel'Wor..  4/7/998:17 PM
. . E meritpay2 87KB  Microsoft Excel Wor...  4/7/998:18 PM o
little line at the end of i EKE  Microsoit Excel W 4/7/33 533 PM
the Name area and drag S1KB  Miciosoft Excel wor...  9/1/395:20 PM
. . meritpaygraph 16KE  Microsoft Excel Wor...  4/7/99 8:47 PM
it to the rlght~ / ﬁ newglettermailinglist 3B MicrosoftWord Doc...  3/28/99 2:47 P LI
/ |16 abjectis) [plus 1 hidden) 593KE | =] My Computer 4
Step 5: Arrange the list in order from most recent to oldest.
Click on View > (slide down to...) Arrange icons > (slide right and down to..) by Date
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Step 6: To throw away files you know don't want:
If you know you don't want something, click and hold down mouse button and drag it over the
Recycle Bin. OR Right click on the name and choose Delete from the pop down menu. OR
Click once (left mouse button) and then press the delete key on the keyboard.
You will be asked to confirm the Delete.

If you are on the network and throwing away files stored on the server, they do not go
to the Recycle Bin. Once you confirm Delete, they are gone. (The network
administrator can sometimes find them, but it is a daunting task.)

If you are on a stand-alone computer and throw away files, they go to the Recycle Bin. Then
you need to empty the Recycle Bin to actually get rid of them.

Now you practice: Look at the date modified column—this is the last time
you changed a document. Are there any that are years old? Are you going
to use them again? If not, drag them fo the recycle bin.

Step 7: Look at items you aren't sure about.
If you don't know what something is, double click on it to open. Close it by clicking on the X in
the top right corner of the screen. Then throw it away if you don't want it.

Step 8: Rename items with names that are descriptive of contents.
Click once on a name. Wait a couple seconds, then click again. (If you click too fast it will
consider it a double click and open the file.) Type in a new name.
OR
Click on a name with the right mouse button (the one you rarely use) and choose Rename.

Now your practice: See if there are any files that you are confused as to what
they contain. If so, rename them to something specific.
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Step 9: Make folders to organize files.

Click on File = (slide down to..) New = (slide over to...) Folder

Step 10: Name your new folder.

While New Folder is highlighted, just start typing and the new name will appear.

% My Documents 1 ]
File  Edit “iew Go Favortes Help |
. & e ) X
Back Forward e} Cut Copy Paszte Unda Delete  Properties Wiew
TJust start J Address I@ My Documents j
typlng and the Mame | Sizel Type | I odified :I
new nameawill T ebsites 24KB  Miciosoft Werd Doc... 5/26/93 10:13 PM
@ meritpaygraph 16KE  Microsoft ExcelWor...  4/7/99 8:47 P
appear. ﬁ meritpay3 108KE  Microsoft Excelwor...  4/7/93 8:38 PM
ﬁ meritpay2 87KB  Microsaft ExcelWor...  4/7/93 318 PM
@ meritpay] 87KE  Microsoft Excelwor...  4/7/93 817 P
@ carmments Blproposal 22kB  Microsaoft Word Doc... 3/30/99 8:24 A
@ nievslettermailinglist KR Microsoft Word Doz 3428799 8:47 PM
E:I 0ld Excel Documernts KB Shortcut 3427793 B:50 PM
@Jon's calendar 1EB  Rich Test Format 2/26/99 8:59 PM
w Folder File Falder 948495 736 PM
|‘I object(z) selected | |_§‘ My Camputer G
Step 11: Drag files into the folder.

Just click and hold the mouse button as you drag any file names to the folder.

Now you practice: Make a new folder. What is a major topic that you have
documents about (Social Studies, Tests, Spelling, Letters Home, etc.)
Name the folder and drag items that belong in that folder.

Step 12: Repeat steps 9 and 10 to make as many folders as you want.

You can also make folders inside folders by double clicking on a folder to open it. Then just

repeat steps 9 and 10 in the folder window to make new folders there.
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Step 13: Empty the Recycle Bin if you are on a stand-alone computer.
Double click on the Recycle Bin icon. This is your last chance to keep anything. If you change
your mind about throwing anything away, click on the file name to highlight it. Click on File
- (and pull down to...) Restore. This will put it back where it was before you put it in

Recycle.
Click on File = (pull down to 1°' choice..) Empty Recycle Bin. Say Yes to confirm delete.

% Recycle Bin O] x|
Click on File /,J.yfile Edit  Yiew Go Favortez  Help |ﬁ
and choose ] “«. o+ ¥ B[ o | x
Empty Recycle Hach Eanxard 1]} Cut Copy Pazte Undao Delete  Properties Wig
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@inumal of PCT thru hikers | CWINDOWSADes...  5/25/99 3:40 PM Microsoft Word Do, . S5KE

@ journal of SouthLake hiker.. CAWINDOWSYDes..  8/25/33 340 PM Microsoft Word Do, . 44KR

[Z1 Mew Folder L5y Documents 9,/8/55 7. 36 P File Falder 32K
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To Save into your new folders rather than just putting everything into My Documents
When you choose Save or Save As for any new document, you have the option to save it to any
location. If there are folders in the list of files shown, just double click on the folder to

save inift.
Save As 7 x|

Always check in the Savei_n)vl. My Documents j | | Iff(l IF
top box to see where - 5
you are saVing things " Speling sickleavebenefit Save I
b f h | BILL OF SALE @SYSTEM ARCHITECTURE I
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Save. ‘? commentsIEIproposal Options. .. |
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(51 0ld Excel Documents
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. I RasLPzz7o9
to save in the folder.
File name: IFiIe Management LI
Save as bype: IWord Docurnent j
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To copy your files to floppy disks
Put your disk in the disk drive.
Double click on My Documents. Move the My Documents window to one side of the screen by
dragging on the top bar.

Double click on My Computer, Double click on 35 Floppy A: Drag that window beside the My
Documents window so you can see both windows.

It will be easier to keep track of what you have moved if both windows are viewed as file
names rather than icons. To change to file names, click on View = Details. To arrange
both lists in alphabetical order, click on View = Arrange Icons> by Name.

Hold down the mouse button as you drag folders or individual files from My Documents

window to the Floppy window. You will see a cute graphic of pages flying from folder to
folder.

Helpful tips for moving several files at a time
1. To select all files in the window, click on Edit = Select All (or press the Control key
and the letter a)
2. To select a group of files in a row, click on the first one. Hold down the Shift key
and click on the last one you want. This will select everything in between also.
3. To select files that are not next to each other, click on one. Hold down the Control
key and click on each of the others you want.

You will get a message when the floppy disk is full. Close the floppy disk window by clicking on
the X in the top corner, eject the disk, put in a new disk. Double click on My Computer,
Double click on 33 Floppy A: Continue copying files.

Files are being copied, not moved. If you want fo remove them entirely from your computer,
close the floppy window and eject the floppy. Then drag the files out of the My
Documents window to the Recycle Bin. Then empty the Recycle Bin if you are on a stand-
alone computer.,
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