PERSONAL COMPUTERS
FOLDERS, DOCUMENTS, FILES & BACKUPS



FOLDERS, DOCUMENTS AND FILES

Use My Documents (W7 - Documents)
Make A New Folder

Save Something In A Folder

Copy And Delete Files

Change The Name Of A File

Empty The Recycle Bin

Copy File To A CD, DVD, Or Memory Stick
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MY DOCUMENTS FOLDER

Each User Account Has A “My Documents” Folder (W7 - Documents)
Click On Start, Then Click On My Documents
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PURPOSE OF MY DOCUMENTS FOLDER

Common Location To House All User Folders,
Files And Documents

Hierarchical Tree Structure - Very Organized
Organization Structure Up To User

Shared Exercise - Describe Methods You Use
To Organize And File Information At Home
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MY DOCUMENTS FOLDER DEFAULT

Anticipates You Will 1111
Want To Save Music, i My Documents |.'-_.||.'E|['5__<.|

2 o ile il = avorites ools = v
Pictures And Videos R e :
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Add Folders To Organize
Your Information

" File and Folder Tasks My Music
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(£ Make a new folder

Publish this folder ko the T
@ Web Q

it Share this Folder

My Pickures

Much Like One Would
Use An Ofﬂce, F||e Other Places
Cabinets, Drawers, (B vestisp
Folders And Files D e

&) 1My Metwork Places

My Yideos

%

Files May Be Stored petails
In Any Folder

~
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Just Like Home, They
Can Be Mis-Filed

3 b Libraries » Documents »

Organize + Share with - Burn Mew fole
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BE Desktop
& Downloads
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3 Documents
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B Videos
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1% Computer
&, Local Disk (C:)
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5 My MetDocs (\MOSELEYSERVER] (J:)
L Outlook_Email (\MOSELEYSERVER) (K:)
¥ Lodge_Website (\WWMOSELEYSERVER) (L:)
5@ Acronis_Backups (WMOSELEYSERVER) (M)
5# Photos (\\MOSELEYSERVER] (P:)
5 Software (W\WMOSELEYSERVER) (R:)
3 Shrine_Website (\\MOSELEYSERVER) {S:)
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FOLDER STRUCTURE SIMILAR TO OFFICE

File Building Z File
Cabinet Cabinet
et Each File Cabinet Has Four Drawers £2

Office A Office B
File File File File
Cabinet Cabinet Cabinet Cabinet
Al A2 B1 B2
File File File File
Cabinet Cabinet Cabinet Cabinet
A3 A4 B3 B4

What Does The Folder Structure Look Like?



OFFICE FOLDER STRUCTURE

Building Z

Cabinet
Z1

Drawer
Z1-1

Drawer
Z1-2

Drawer
Z1-3

Drawer
Z1-4

Cabinet
Z2

Office A

Drawer
72-1

Drawer
72-2

Drawer
Z2-3

Drawer
72-4

Drawers

Office B

Drawers

Al1-1
Cabinet A1-2
A1l Al1-3
Al-4

A2-1

Cabinet A2-2
A2 A2-3
A2-4

A3-1

Cabinet A3-2
A3 A3-3
A3-4

Ad-1

Cabinet A4-2
A A4-3
A4-4

File In Cabinet Drawer Z1-2 Is Named:
\\Building Z\Cabinet Z1\Drawer Z1-2\<file>

File In Cabinet Drawer A3-2 Is Named:

\\Building Z\Office A\Cabinet A3\Drawer A3-2\<file>

B1-1
Cabinet B1-2
B1 B1-3
B1-4

B2-1

Cabinet B2-2
B2 B2-3
B2-4

B3-1

Cabinet B3-2
B3 B3-3
B3-4

. B4-1
Cabinet B4-2
B4 B4-3
B4-4

Files And Folders At Same Level
Must Have Unique Names No
Longer Than 255 Characters



MAKING A NEW FOLDER

Click On
j Make a new Folder

Type: Letters
Press Enter

Use This To Save
Letter Saved From
WordPad
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-
|E| " Arrange by:  Folder ~

Download
A Downloads . Aptana Studic Workspace

. Ask and Record Teolbar

5| Recent Places

4 Libraries

(-] My Documents

File Edit Aiew Favorites Tools  Help

\_/;- e - l’; /_\J Search 1 Folders v @Fo\darSync

Address D My Documents

File and Folder Tasks My Data Sources @ My Music
(5 Make a new folder -
@ Publish this Falder ko the J_O =
Weh \ My Pictures 1 My Received Fles
0 .
kN My Stationery AL Wy videas
Other Places i I
@ Deskiaop o =
=) Shared Documents L:’ Pocket_PC My Dacuments [ shrine
W My Computer
g Iy Metwork Places = = ABS Broadband.pls
[ | Mike__ Mell My Documents PLS File
= LKB

_ s
o r

1 My Sharing Folders
Remaote Deskkop Wggnection | Y Shorkcuk
OKE @&‘3 LKE

PowerChute Technical Data.t -

Text Document Letters
1KE

14 objects 1.39 KB

' My Computer




Start WordPad

Type: Letter To Be Saved
Click On File

Click On Save

My Documents Listed In

SAVING IN A FOLDER
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Save In Box =

Double Click On Letters Folder
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SAVE TO LETTERS FOLDER

Letters In Save In Box /

Replace File Name
“Document” With
“Save File Exercise”

Click On Save =



FILE SAVED TO LETTERS FOLDER

File Name Appears In Title Bar

File Edit Wew Insert Formab  Helps
= #h
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Close Word Pad —
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OPEN FILE FROM FOLDER

[ My Documents |:||E|[z|
File Edit “iew Favorites Tools Help '|','

< </ lw /._\J Search |~ Folders v @Folder Sync

Click On Start i Y8

File and Folder Tasks - C Letters My Data Sources
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“Save File Exercise”
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| Rich Text Format
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WordPad Opens
Save File Exercise File

File and Folder Tasks

j Make a new folder

&) Publish this Folder to
the Web

|7 Share this Folder

Close WordPad

Other Places
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& C:\Documents and Settings\Mike & Mel\My Documents).etters

COPYING FILE

0

File Edit WYiew Favorites Tools  Help :

eBack - Q - /..7\1 Search | Folders v @FolderSync

Address |E| D

A and SettingsiMike & MeliMy DocumentsiLetters w | Go

| _File agFolder 14 OPen
Right-Click O Y -
Ig X, IC n | Rename this file Mew
- - [ Move this file Print
o CA Anti-Yirus
D Copy this file }
. o Open With »
@ Publish this file to the Search in Backup Archive
Web i
) E-mail this file Backup
iz Print this file Send To 3
CI . k O C ¥ Delete this File cut
I C n OQ t ) Copy
Other Places Create Shorkcut
Delete
D Iy Documents Rename
v
b .
Type: Rich Text Format Date Modified: 9/17/2008 9:14 PM Size: 175 bytes|  Properties Iy Computer

Click On Up Button (¥

= My Documents

(G O eS U p O n e File Edit View Favorites Tools  Help }*'
Level In Structure) Qe - ©  (F Psowsn (e T rorse
Address |D Iy Documents S > K
s
File and Folder Tasks D Letters - My Data Sources
;j Make a new folder |
. . Q Publish this folder bo the ’C.
R I ht CI I C k I n Wweb AT My Music ks My Pictures
- —— /
i Share this Folder .
: —~— B
W h Ite S pa Ce D My Received Files = My Stationery
@ Desktop i
) Shared Documents My ideos (/‘7 Pocket_PC My Documents
W My Computer Viow N
- g ¥y Metwork Places
CI I C k O n ‘ aS e Shrine Arrange Icons By b ENLS
Refrash
ek o Paste
TL'?BF'IE Paste shortcut
Unda Copy Chrl4+2
My Sharing Folders &, Groove Folder Synchronization bt
. . Shortout
File Is Copied ) i1s >
" . Properties
Save File Exercise.rtf
Rich Text Format
1KE
1,56 KB 'd My Computer 13




CHANGING FILE NAMES

Click Once On
“Save File Exercise”
And Pause

Click Once On
“Save File Exercise”
Filename

Type “Exercise 1”
(If Filename Had
“.rtf” At The End,
Add It On The End)

2 Delete this file
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- MMy Videos
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My Sharing Folders
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Pocket_PC My Documents

W_Mike_ Mell My Documents

Default. rdp
Rermiote Desktop Connection
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Texk Document
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DELETING FILES

File Edit Yiew Favorites Tools  Help :f'

e Back - _) lﬁ /.._\J Search i Folders v @ Folder Sync
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File Goes To Recycle Bin
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UNDELETING FILES

Go To Desktop - Press And
Hold “Window” Key And Press “D” Key Together

F f U I«"u:imll'*’
M%'ﬁ,

Double Click On Recycle Bin\> :i !

Right Click On Exercise 1 File =

Click On Restore =—

File Returns To My Documents Folder
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COPY FILE TO USB MEMORY STICK

Insert USB Memory
Stick In USB Port
(Found On Front,

. File Edit Wiew Favorites Tools Help 4:
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Click And Drag %
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USB Window And

0 bytes
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Release Mouse Button

This Method Works To Copy Files
From Any Folder To Another Folder
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EXERCISES

Start My Documents

Open The Folder Letters

Open The Folder My Documents Again

Close My Documents

Start My Documents

Create A New Folder Practice

Close My Documents



EXERCISES

Start My Documents

Copy The Practice File Exercise 1 To The Folder Practice

Close My Documents

Start My Documents

Open The New Folder Practice

Change The Name Of The Practice File Exercise 1 To Song

Close My Documents



EXERCISES

Start My Documents

Open The New Folder Practice
Delete The Practice File Song In This Folder

Close My Documents

Start My Documents

Copy The Practice File Exercise 1 To The USB Memory Stick

Close My Documents



