FOLDERS
Objectives:  Creating folders, copying files, moving files, renaming files, deleting files, learning directory structure.  

Why create and use folders?  

Not using folders would be like putting every piece of paper in your room in one pile.  Using folders organizes your work and helps you find your documents easily.

In Windows, there are two ways to create folders:
A. Use Windows Explorer  (The filing system in Windows)
B. Use the program you are working in

USE WINDOWS EXPLORER to create folders:
1. There are several ways to open Windows Explorer:

a. Right-click on My Documents, My Computer, the Recycle Bin, OR the Start button.  Then click on Explore.

b. Hold down the Flying Windows key (next to Ctrl) and press “E”

2. Click on your home directory (the line that begins with your login ID

3. Click on the File Menu, then New, and then Folder.  The new folder appears with a temporary name, New Folder.

4. Type a name for the new folder and press enter.
USE THE PROGRAM YOU ARE WORKING IN…  Let’s say you’ve just created a new document in Word, PP, or Excel and you are about to save it.  However, you noticed that you really need a new folder to put it in.  You don’t have to exit and go to Windows Explorer.  You can do it right from your SAVE AS… screen.  Here’s how…
1. Create your document in Word, Excel, and PowerPoint.  
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Click on File and Save As

3. The Save As dialog box will appear

4. Click on the arrow to the right of the Save In field to select a place to create your new folder.
5. Click on the line with your login ID

6.  Click on the Yellow Folder icon at the top. 

7. The New Folder window pops up.  Type in the name of your folder, then click OK.

8. Click on the Save button in the Save As dialog box.
Selecting files… before files can be copied, moved, deleted, or renamed, they must be selected.  

1. To select one file, click on it.

2. To select contiguous files

· Click on the first file

· Hold down the Shift key

· Select the last file in the series

· Release the Shift Key

3. To select non-contiguous files

· Press and hold the Ctrl key

· Select each file separately

· Release the Ctrl key

 Copying & Moving Files
1. Copy & Paste Option to COPY a file
· Open Windows Explorer

· Right -Click on the file you want to copy

· Select Copy from the pop-up menu

· Select where you want the new copy placed (another folder, diskette)

· Right click and select paste.

2. Copy & Past Option to MOVE a file

· Repeat above directions in #1, except select CUT instead of COPY when you right click.

3. Drag and Drop Option to COPY or MOVE a file
· Open Windows Explorer

· Locate the file you want to copy

· Adjust the folder/drive listings so that you can see the new location

· Press and hold the RIGHT mouse button over the file and drag it to the new location and release it.
· A menu pops up and you can select COPY HERE or MOVE HERE.

Renaming Files
1. You can rename a file from Windows Explorer or in the SAVE AS window.

2. Right click on the file you want to rename (it will highlight it)

3. Type the new name (remember to keep the file extension the same)

4. Press Enter

Deleting Files   (Be careful!)

1. You can delete a file from Windows Explorer or in the SAVE AS window.

2. Right click on the file to delete

3. From the menu choices, select Delete

4. Click Yes to confirm.

To Search For files

1. Open Windows Explorer

2. Click on the Views icon
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3. The choices are:

· Thumbnails (Good for viewing pictures)

· Tiles

· Icons

· List

· Details

4. Choose Details

5. Click on a column heading to arrange your files/folders in ascending or descending order by name, type, or date.  
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