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Computer Basics: Filc Management

About File Management

A.

Why learn file management?

As you use your computer, you will produce and acquire documents, pictures and other
files that you wish to save and use later. In order to find those files again you need a
system to mange them. The goal of this class is to show you how to organize your files
and to find them when you need them.

B. How are files organized?

Paper files, which often include letters, financial statements and other records you want to
save, are usually stored in folders in a filing cabinet. If there are a lot of items to be filed,
the cabinet will have multiple drawers with several folders in each drawer. This structure is
similar on computers except the files are stored electronically instead of in cabinets.

C. What are files and where are they stored?

A file is anything you produce or acquire while using your computer. It can be a letter, a
picture, a song, or any other kind of document.

Saved files can be organized into folders. This is the folder icon, which we will be seeing
quite a bit as we go through this class.

Storage Options

We will briefly go over some of the different options for storing your files.

A.

Hard Drive
The hard drive is the storage area inside your computer where you can save files. Itis
called drive C. On your home computer, you will likely save most of your files to the hard
drive. On your hard drive is a section called My Documents. My Documents has pre-
programmed folders to hold picture and music files, in addition to text files.

e Click on the start button at the bottom left of your screen.
e Click on My Computer, and then select My Documents from the Other Places
menu on the left.

e You will see, among the items listed there, folders labeled My Pictures and My
Music.

e Close My Documents, by clicking on the red @ in the upper right corner of the
window.
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B. Desktop

For this class, we will save items to the Desktop. This is an area where you can save files
on public, shared computers such as the ones here in the library. For security purposes,
we do not allow use of the hard drive on the public-access library computers.

C. Portable Storage

Storage devices on which you can save files and take them with you to open on another
computer are called portable storage devices. The two most widely used portable storage
devices are flash/thumb drives and CD/DVD disks.

1) Floppy disks, accessed from the 3% Floppy (A:) Drive, are an older form of portable
storage. Floppy disk drives are no longer standard on new computers, and we do not
recommend this method of storage.

2) CD/DVD disks can also be used to store data. Drive (D:) is the CD/DVD drive.

3) Flash/thumb drives are portable storage with large memory capacity. They can be
connected to your computer by the USB ports at the front of your computer and they are
usually the (E:) or (F:) drives. Flash/thumb drives are the most compact, reliable and
easiest to use of the portable storage devices.
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Creating Folders and Saving Files

Folders, which are used to organize your files, are created using the My Computer section of
the computer. Files from many different software programs can be saved in the same folder.
Most of the time, you create folders using My Computer, no matter what software program
you use to create the file.

There are 3 ways to create a folder using Windows.

1)
2)

3)

Use right click

Use the menu command File and New
when you have your storage device
open.

Use the File and Folder Tasks option
to make a new folder.

Create a Folder using the Right Click

Method

B. Create a Folder using the File and Folder Task

Right click on the desktop.
Select New and Folder from the
drop down menu.

E ATI CATALYST(R) Contral Center

Arrange Icons By
Refresh

Paste

Graphics Properties, ..
Graphics Options

= Shorkcut

a Briefrase
s

Properties

You will notice that the words (New Folder) are highlighted in Blue. It is at this

time that you can name your folder.

Type “Recipes” over the words (New Folder) to name your folder. Hit the Enter

key on your keyboard.

Method

Double Click on the icon for your
Recipes folder to open it.

Under File and Folder Tasks on the left,

click on Make a new folder.
You will notice that the words (New

Folder) are highlighted in Blue. It is at
this time that you can name your folder.

Type “Soups” over the words (New
Folder) to name your folder. Hit the
Enter key on your keyboard.
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C. Create a Folder using the Menu Command
e Your Recipes folder should still be open.

e Click on File on the menu bar. 8 Reciprs

Y CI'Ck on NeW_ dit  View Favorites  Tools  Help
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= Name your folder “ Salads” ghm

e Hit the Enter key on your keyboard. B brefosse

& Bitmap Irnage

B microsaft word Document

@J Microsoft Office Access Application
| @ Microsoft PowerPoint Presentation

¢ Close the Recipes folder using the red
in the upper right corner of the

window.
D. Using what we just went over. e
i File Edit Wew Insert Format  Tools  Table  Window  Help
We are now going to create and save a VT EVCI TR -2 A e T T
file to the Soups folder that you created in [ e
your Recipes folder. Chicken Soup|

e Open Microsoft Word by double-
clicking on the Microsoft Word icon
on the Desktop.

e Type one line of text as follows:
“Chicken Soup”

e Save the file using File> Save As
In the middle of the ‘Save As’ window, click the down arrow next to ‘Save In’ and
choose Desktop.

Find the Recipe folder you just created.

e Click ‘Open’ to open the folder and then click on the Soups folder. Click ‘Open’ to
open the Soups folder, and then ‘Save’ to save the soup file you
just created to the Soups Folder.

= Close the Word document and close Microsoft Word.
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IV. Viewing Files
Several options are offered for viewing your files and folders. You can change the appearance
of your file contents using the View command on the menu bar. Two of the most frequently
used views are:

1) Icons — displays each file/folder as a picture

2) List — displays each file/folder as text in list form.

A Changing views

e Click on Start.

e Click on My Computer.

e Usethe drop down arrow on the ‘Address’ line to choose the Desktop, if your
computer is not already displaying the Desktop.

e Click on View on the Menu bar and observe that the black dot will be to the left of
the view that is currently displayed. Click on another view to display a different
view.

« If you want to return to the original view, click on that view and the screen will
return to the way it was when opened.

e Close the My Computer window.
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VI.  Moving Files

We will be using files that are already saved to your Desktop to demonstrate different ways to
move files around in Windows.

A Drag and drop
This basic method of moving files around is ideal when the folder where you want to
relocate the file is near the file.
e From the Desktop, double-click on the Recipes folder to open it.
e Resize/move the window so that you can see two files on your Desktop: one
named ‘Tomato Soup’ and one named ‘Spinach Salad’.

© File Edit Wiew Faworites Tools  Help
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File and Folder Tasks
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Details

Recipes
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Date Modified: Monday,
September 28, 2009, 7:06 PM

e Click on the Tomato Soup file and hold your left mouse button down. Drag the
file until the image rests on top of the Soups folder. Let go of the mouse button
and the file will go into the Soups folder.

e Close the Recipes folder.

We have moved the Tomato Soup recipe into the Soups folder using the drag and drop
method. We will use the File Folder Tasks method to move the Spinach Salad recipe into the
Salads Folder.
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B File Folder Tasks
The File Folder Tasks options on the left of the screen in My Computer provide a way to
move files around your pc by selecting the file(s) you would like to move and then selecting
where they should go.

e Click on Start.

e Click on My Computer. Move Items @
e Usethe drop down arrow on the . .
. i elect the place where vou want ko move 'Spinach
‘Address’ line to choose the Desktop, if Salad,doc’, Then dlick the Move butkan,
your computer is not already displaying .
the Desktop. (&} Desktop
e Find the Spinach Salad file and click on () My Documents
it once. = 4 My Camputer

“ Local Disk (T
s OWD-RAM Drive (D)
o My 1GB (E:)

e Click on Move this File on the left under
File and Folder Tasks. A “Move Items”

box will open up on your screen. S fastf on Fa-svr-stfl’ (7:)
e Click on the plus sign to the left of the €2 My Network Places
Recipes folder in the Move Items box. ) Recipes

e Click once on the Salads folder.

e Click Move at the bottom of the Move ) . :
To view any subfolders, dick a plus sign above,
Items box. .

Make Mew Folder ] [ MMove ] l Cancel

We will now open the Recipe folder, look in the Soups and Salads folders, to confirm that our
files are there.

e Double click on the Recipes folder on the Desktop.

e Double click on the Soups folder to view the contents. Confirm that it contains
Chicken Soup and Tomato Soup recipes.

e Click the green back arrow at the top of the Desktop window.

Q Back -

e Click once on the Salads folder; then click on
the File command on the menu bar.

e Click Open to view the folder contents.
Confirm that it contains the Spinach Salad
recipe.

e Click the green back arrow to return to the
Recipes folder.
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VI. Renaming Folders

As you work with windows you will want to rename folders to reflect changes. There are two

ways to rename a file or folder using windows.

A. The easy way is to right click on the file/folder you want to rename, chose ‘Rename’ from
the options, then type the new name in the box.

B. At our libraries the public computers do not provide this option so we will show you another
way.

e While you are in the Recipes folder click icon of the folder with the green arrow. This
will take you to the desktop level of your computer’s storage tree.

3

e Select the Recipes folder by clicking on it once
Select the Rename this folder option on the left

e The Recipes folder current name will turn blue; you now have the ability to change
the name.

e Typein your “Your Name’'s Recipes”

e Close the window and find the folder with your name on it located on the desktop.

S -

&3 Publish this folder ko the My Documents Mty Camputer
Weh

i&d Share this folder
) E-mail this Folder's files

B¢ Delete this Folder @
-

Other Places

Copy this Falder

Internet Explorer

My Docurments

8 of 10 Rev. 10.2.2009




Countg of Henrico Fublic | ibraries

VI. Space Available

As you use your computer you will accumulate many files.
These files will take up space on your hard drive so it is good
to know how much is available.

To check the available space:

e Click on the Start button on the task bar and select
My Computer

e Right-click on the Local Disc (C:) icon and select
Properties (at the bottom)

e A box will pop up with a pie chart representing the
amount of space available on your hard drive.

0 The blue represents the amount of space
being used and the pink is available.

Note: This will not work on the computers in the library.

VIl. Deleting Files
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Local Disk {C:)
Local Disk

File System: NTFS
Free Space: 109 GB
Tokal Size: 149 GB

»

Hard Disk Drives

Ca
Local DY

Open
Explare
Search. ..
R Sharing and Security, .,
Device
CJ Compress ta ZIP + Options. ..
S CJ Campress o ", zip

3
o I Scan for threats. ..

Drive Format...

Copy
Paste

Netwo

&y Create Shorbcut
7 FRename
netlog

e |

There are times when you will need to delete old files/folders or simply remove files/folders that

you no longer need. There are three basic steps to deleting:

e Select the file you want to delete. We will
use the Recipe folder we just made.

e Press the ‘Delete’ key on your keyboard.
(Note: You can also right click and select

-

Confirm Folder Delete

i | Areyou sure you want to remove the Folder ™My name's recipes’ and
_-}J move all its contents to the Recycle Bin?

delete)

e Say ‘Yes’ to the question, “Are you sure
you want to remove to the Recycle
Bin.

e The folder is now in the recycle bin.

A folder or file located in the recycle bin is not deleted from your computer. It is still taking up
space on your hard drive. To remove it from the computer you have to empty the recycle bin.

e Open therecycle bin by double-clicking on the icon.
e Click on the “Empty the Recycle Bin” option on the left.

address | g Recycle Bin

Everything is now deleted from your computer.

Recycle Bin Tasks =

#) Empty the Recycle Bin
B} Restore allitems

(Note: You may also right click on the recycle bin and choose “Empty

] Recycle Bin

File Edit Vew Favorites Tools

) ? /“SE

the Recycle Bin”
If you have moved something to the recycle bin and don’t want to remove it from your
computer you have the ability to restore items. You have the option to restore all or
select specific items.)
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Thanks for Attending!

VIll. Comments and Suggestions

Please fill out the Comments and Suggestions sheet and place on the instructor’'s desk.
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