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Working With Files & Folders 
When you work at a desk, unless you make an effort to stay organized, all 

your papers and files begin to pile up and become messy. It takes a little 

more time, but the same phenomenon occurs when working with Windows—

the files you create using your computer start to become disorganized, and 

are harder and harder to find. 

In this lesson, you’ll take your first step beyond the Windows basics and 

enter the world of file management. You’ll learn how Windows stores 
information in files and folders, just like a file cabinet does. You’ll find you 

will need to clean and organize your files and folders from time to time, just 

like you would the contents of a file cabinet. This chapter explains how to 

organize your computer by creating folders to store related information, how 

to move and copy files between folders, how to delete and rename files and 

folders, and how to retrieve a deleted file if you change your mind. You can 

perform file management using several different programs—My Computer, 

Windows Explorer, Files and Settings Transfer Wizard, and the Open and 

Save dialog boxes found in most programs. 

Understanding Storage Devices, Folders, and Files 

 

In order to understand file management, you need to understand how your 

computer stores information. Filing cabinets store information in files, which 

Figure 1 

How information is 
stored in a file cabinet 

Figure 2 

How information is 
stored on a disk 

Information on a disk is 
organized and grouped into 
folders or directories. 

Taxes 

Investments 

Letters 

Love Letters 

Letter to Bill 

Letter to Mary 

A file cabinet’s information is 
organized and grouped into 
folders. 

A folder may contain several 
files and even several 

subfolders. 

A computer stores 
information on disks. 

A folder may contain several 
files and subfolders. 

Figure 1 

Figure 2 
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are organized and grouped in folders and kept in big drawers. Computers 

also store information in files, which are also organized and grouped in 

folders, and stored not in big drawers but on disks. A disk drive is the part of 

the computer that reads and writes information onto disks, just like a tape 

recorder records and plays music on a cassette. There are four main types of 

disks/drives computers use to store their information, as shown in the 

following table: 

Common Computer Disks/Drives 

Type Drive 

Letter 

Size Description 

 

Floppy 

Disk 

A  1.44 MB Floppy disks are the square plastic 

things that look like coffee coasters. 

Floppy drives can’t hold a lot of 

information, but they’re ideal for 

moving small files, such as word 

processing documents, between 

computers. 

 

Hard 

Disk 

C  Over 40 

GB 

Hard disks hide permanently inside 

your computer. Your computer’s hard 
disk is its main filing cabinet—where 

it stores almost all of its programs 

and files. 

 

CD-

ROM 

D or 

above 

700 MB Compact discs, or CD-ROMs, look 

like the audio discs you play in your 

stereo. CD-ROMs are cheap and they 

can store a lot of information, which 

is why they’re used to install 

software for games and programs 

with a lot of multimedia.  

Thumb 

Drive 

E or 

above 

Over 

128 MB 

Thumb drives have features of both 

hard disks and floppy disks. They 

read and write information on small, 

removable sticks that are about the 

size of your thumb. Each drive can 

usually hold more than 128 MB and 

is almost as fast as a hard drive.  

Most computers come with a floppy drive, a hard drive, and a CD-ROM drive. 

Your computer labels these drives with letters, as shown above. 

http://images.google.com/imgres?imgurl=http://www.engr.uconn.edu/~dhc02001/sandiskmicro.jpg&imgrefurl=http://www.engr.uconn.edu/~dhc02001/legousb.html&h=200&w=200&sz=8&hl=en&start=10&tbnid=ZZUVU1_4ZnZKSM:&tbnh=104&tbnw=104&prev=/images?q=thumb+drive&svnum=10&hl=en&rls=SUNA,SUNA:2006-36,SUNA:en&sa=N


 
 

3 

Just as liquids are measured in quarts and gallons, computers save their 

information in units called bytes. Unlike gallons, computers use the metric 

system, so 1,000 bytes make up a kilobyte and 1,000,000 (one million) 

bytes make up a megabyte, as shown in How Memory is Measured. 

How Memory is Measured 

Term Description Size 

Byte A byte can store a single 

character, such as the letter j or 

numeral  8. 

A single character. 

Kilobyte 

(K or KB)  

A kilobyte (K) is about 1,000 

bytes (1,024 to be exact). A 

kilobyte is equivalent to a page 

of double-spaced typing. 

1,024 bytes  

Megabyte 

(MB or Meg)  

A megabyte (MB) is about one 

million bytes—about as much 

text as an average-length 
novel. 

1,048,576 bytes 

Gigabyte 

(GB or Gig) 

A Gigabyte (GB) is about  one 

billion bytes – about as much 

text as 10 yards of books on a 

shelf 

1,073,741,824 bytes 

Using My Computer to See What’s in Your Computer 

When you want to see what’s in a file cabinet, you simply pull open one of its 

drawers. You can view the information stored on your computer’s drives in 

much the same way—by opening the drive you want to access. This lesson 
will show you how to look at the drives, folders, and files in your computer. 
 

11.. Click the Start button and select the My Computer icon.  

 

The My Computer window appears, as shown in Figure 3. The main window 

lists all the drives on the computer. Since your computer may have different 

drives, the contents of your computer may differ from those shown in Figure 

3. Want to see what’s inside something? All you have to do is double-click 

the drive, folder, or file you want to open. 

Notice that My Computer appears in its own window, with its own little 

buttons, scroll bars, and menus. The My Computer window works just like 

the other windows you’ve been working with. You can move it, resize it, and 

minimize it.  
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22.. Double-click the (C:) Local Disk icon.  

The contents of the (C:) drive appear in the window. What do all those 

symbols in the window mean? Each item you see has an icon, or 

symbol, to help you identify what type of item it is. We’ll take a look at 

what each of these symbols mean in an upcoming lesson. 

To move back to the previous folder or level, click the Up button on the 

toolbar. 

33.. Click the Up button on the toolbar to move back to the My 
Computer level.  

You’ve moved from the (C:) drive back to My Computer. Now that you 

know the procedure for displaying the contents of a drive, move on to 

the next step to display the properties of the Local Disk (C:) drive. 

Figure 3 

My Computer displays the 
drives, folders (directories), 
and files that are in your 
computer. 

Figure 4 

The Properties dialog box for 
a Local Disk (C:) drive. 

Figure 5 

The My Computer toolbar. 

 

Figure 3 

Figure 4 

 
Moves back 
or up to the 
previous 
folder or level 

Moves forward 
to the last 
subfolder or 
level 

 
Moves back 
or up to the 
previous 
folder or level 

Search for files 
and folders on 
your computer 
or on the 

network 

Displays a 
history of files 
you have 
opened 

recently 

Changes how 
the contents 
of the folder 
are displayed 

Figure 5 
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44.. Right-click the (C:) Local Disk icon and select Properties from 
the shortcut menu. 

The floppy drive hums as Windows examines it. After a moment, the 

Properties window appears, as shown in Figure 4. The Properties 

window displays the amount of used and free space on the disk in 

megabytes (MB) and gigabytes (GB).  

55.. Close the Properties dialog box by clicking its Close button. 

The Properties dialog box closes. Go ahead and close the My Computer 

window to complete the lesson. 

66.. Close the My Computer window. 

Opening a Folder 
 

Your computer stores related files together in folders, just like you do with 

your file cabinet. In the previous lesson, you learned how to use My 

Computer to view the contents of your computer and open a disk drive and 

display its contents. In this lesson, we’ll go a little bit further and show you 

how to open a folder. 

Figure 6 

Double-click a 

folder to open it 

and view its 

contents. 

Figure 7 

The files and 

folders appear 

in the window. 

Figure 7 

The Address bar displays the 
name of the current drive and 
folder 

Figure 6 
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Windows XP gives you your very own a special folder named 

―My Documents‖ as a convenient location to store all your 

files. Here’s how to open the My Documents folder (and any 

other folder). 

11.. Click the Start button and select My Documents. 

The contents of the My Documents—several files and subfolders—appear 

in the window. The My Documents folder contains several folders, or 

subfolders. If you think about it, you probably do the same thing—keep 
several subfolders inside a larger folder—in your own file cabinet. 

22.. Double-click the My Pictures folder. 

The contents of the My Pictures folder appear in the 

Window. Notice the Address bar displays the current 

folder you are in: My Pictures. 

Instead of clicking the Up button several times to jump back through 

several levels of folders, you can click the Address bar to quickly jump 

to the root directory of any of drive on your computer. 

NOTE: Your computer’s folders can contain as many subfolders as you 

want, nested as deep as you want, so you can have a folder 

inside a folder inside a folder—ad infinitum. 

33.. Click the Address Bar arrow . 

A list of your computer’s drives and the folder you 

are currently in appears. You can click any folder 

or drive to go to that folder or drive. 

44.. Select the Local Disk (C:) drive from the list. 

You return to the root directory of the (C:) drive. The Address bar is a 

fast way of selecting a drive, especially if you are in a folder that is 

nested several levels deep. 

You can think of the Address Bar as your compass because even when you’re 

exploring unfamiliar folders nested deep in the far recesses of your 

computer, it always tells you where you are. If you get really lost, you can 

always click the Address Bar and jump back to the familiar (C:) drive. 

All this moving around your computer, opening disk drives and folders is a 

little boring, but it’s something you have to get used to if you want to have 

any degree of proficiency with Windows. Going back to our trusty file cabinet 

metaphor, imagine what would happen if you didn’t know how to open the 
drawers and folders in your file cabinet. How would you find your tax returns 

 
My Documents 

 
My Pictures 

 
Address Bar 
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 Quick Reference 

To Open a Folder: Double-click the folder. 

To Move Back or Up to the Previous Level or Folder: Click the  Up button on the toolbar. Or… 

Click the  Back button on the toolbar. Or…Click the  Address Bar on the toolbar 
and select the appropriate drive or folder. 

if you were audited or your insurance policy if you were in an accident? 

Opening disk drives and folders, and being able to navigate through the 

contents of your computer are among of the most important Windows skills 

you can learn. 

Creating and Renaming a Folder 
 

 

 

 

 

 

 

 

Figure 8 The expanded File and Folder Tasks menu 

Figure 9 A newly created folder 

Figure 8 

Figure 9 

Every Windows XP folder provides 
easy access to common file and folder 
management tasks. You can select a 
file or folder and then click one of the 
tasks described in File and Folder 

Tasks. 
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Windows XP has the My Documents folder which you can use to save your 

files in, but sooner or later you’ll want to expand your horizons and create 

your own folders inside the My Documents folder to help you better organize 

your files. This lesson will show you how to create a new folder to hold and 

organize your files. You’ll also learn how to rename an existing folder. 

11.. Click the Start button and select the My Computer icon. 

The My Computer window appears after you click the My Computer icon. 

22.. Click the Local Disk (C:) icon. 

The contents of the (C:) drive appear. 

 

 

 

 

The folder task pane makes working with files and folders even easier. If 

the My Computer window is small the contents of the folder task pane 

may be hidden from view at first. 

33.. If necessary, click the  File and Folder Tasks arrow in the folder 
task panel. 

The contents of the File and Folder Tasks panel appear. 

44.. Select  Make a new folder task from the File and Folder Tasks 
panel. 

A new folder appears with a temporary name ―New Folder‖ as shown in 

Figure 9. Now all you have to do is move on to the next step and give 

the new folder a name. 

55.. Type Practice Folder as the name for the new folder, and then 
press <Enter>. 

Your new Practice Folder is located in the root directory, or first folder, of 

the (C:) drive. You can create a folder inside any existing folder the 

same way—by opening the folder and then repeating Steps 3-5. You can 

create as many folders as you like to develop your own filing system to 

help organize your files and folders. Open the Practice Folder to display 

its contents. 

NOTE: In the old DOS systems a file name could only have 8 letters, 

now it can contain up to 255 characters, including spaces. File 

names cannot contain the following characters: \ / : * ? " < > | 

 

File and Folder Tasks panel 

Other Ways to Create a Folder: 

 Right-click on an empty area of the (C:) drive 
window and select  New  Folder from the 
shortcut menu. 
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66.. Double-click the Practice Folder to open it.  

The contents of the Practice Folder appear in the window. That’s right, 

there’s nothing there. The Practice Folder is an empty folder, since you 

just created it. 

77.. Click the  Up button to move back to the root directory. 

You can easily change the name of a folder. Here’s how: 

88.. Click the Practice Folder icon. 

Now let’s rename the folder. Here’s how:   

99.. Select  Rename this folder from the Files and 
Folders Tasks panel, type Temp Folder and press 
<Enter>. 

The ―Practice Folder‖ is renamed ―Temp Folder.‖ 

 

 

File and Folder Tasks 

Task Description 

 Make a new 

folder 

Creates a new folder. 

 Rename this 

folder 

Gives the selected file or folder a new 

name. 

 Move this folder Moves the selected items to the 

destination you choose. 

 Copy this folder Copies the selected items to the 

destination you choose. 

 Publish this 

folder to the Web 

Transfers a copy of the selected items 

to a public Web page so that you can 

share them with other people. 

 Share this 
folder 

Makes the selected folder available to 
computers on a network so that other 

people can access it. 

 E-mail this 

folder’s files 

Sends an e-mail message with copies 

of the selected items attached. 

 Delete this 

folder 

Deletes the selected items and sends 

them to the Recycle Bin. 
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Copying, Moving, and Deleting a Folder 
  

You probably don’t reorganize the folders in your file cabinet 

very often—and you probably won’t need to move or copy the 
folders on your computer very often either. When you find you 

do need to move or copy a folder however, you can do so by 

using one of two simple methods: 

 Drag-and-dropping 

 Using the File and Folder Tasks panel 

You’ll learn how to use both methods in this lesson and how to delete a 

folder when you no longer need it. 

11.. Create a new folder called My Stuff in your (C:) drive. 

You learned how to create a folder in the previous lesson. 

22.. Drag the My Stuff folder to the Temp Folder, as shown in Figure 
10. 

Already forgot how to drag and drop? If so, here it is one more time: 

position the mouse over the My Stuff folder, click and hold down the 

mouse button as you move the pointer to the Temp Folder, then release 

the mouse button. The My Stuff folder is moved inside the Temp Folder. 

Let’s make sure we really moved the My Stuff folder. 

33.. Double-click the Temp Folder to open it. 

Yep, there’s the My Stuff folder. Here’s another method for moving 

folders you might want to know—using Window XP’s blue side panel. 

44.. Click the My Stuff folder to select it. 

Once you have selected the folder you want to move, go to the File and 

Folder Tasks menu in the blue side panel. 

Figure 10 

To move a 
folder, drag it 

to a new 

location on 

your computer, 

in this case to 

the Temp 

Folder. 

Figure 11 

The Move Items 

dialog box lets 

you specify 

where you want 

to move or 
copy a file or 

folder. 

Figure 10 Figure 11 
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55.. Select  Move this folder from the File and Folder Tasks menu. 

The Move Items dialog box appears, as shown in Figure 11. This is 

where you tell Windows where you want to move the selected folder. 

The Move Items dialog box displays the drives and folders on your 

computer in a hierarchical view. A plus symbol ( ) or a minus symbol (

) beside a folder means a folder contains at least one subfolder. 

Normally these subfolders are hidden. You can display the hidden 
folders within a folder by clicking the plus sign ( ) beside the folder. 

66.. Click the  Plus Symbol to the left of the  My Computer icon. 

My Computer expands and displays its contents. The Local Disk (C:) is 

where you want to move the My Stuff folder. 

77.. Click the  Local Disk (C:) icon and click OK. 

The My Stuff folder is moved from the Temp Folder back to the root 

directory of the (C:) drive. 

88.. Click the Up button on the toolbar to move back to the root 
directory. 

If you can move a folder you can copy a folder—because all you need to 

do to copy a folder is hold down the <Ctrl> key while you drag the 

folder to where you want it copied. 

99.. Hold down the <Ctrl> key while you drag the My Stuff folder to 
the Temp Folder. 

Although you can’t see it, the My Stuff folder has been copied to the 

Temp Folder. Let’s make sure. 

1100.. Double-click the Temp Folder to open it. 

The contents of the Temp Folder appear in the window. Sure enough, 

the My Stuff folder has been copied.  

1111.. Click the Up button to move back to the root directory. 

Next we’ll delete a folder. 

1122.. Click the Temp Folder to select it and then press the <Delete> 
key. 

A dialog box may appear, asking you to confirm the action. 

1133.. Click Yes to delete the folder. 

The Temp Folder and all its contents are deleted and disappear from the 

window. Windows places any deleted files or folders in the Recycle Bin in 

case you change your mind later on and decide you want to restore the 

file or folder. We’ll discuss the Recycle Bin in an upcoming lesson. 

NOTE: Deleting a folder can be dangerous. Before you delete a folder, 

make sure it doesn’t contain any important files. If you don’t know 

what the contents of a folder are, you shouldn’t delete it. 
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1144.. Delete the My Stuff folder by repeating the procedure in Steps 12 
and 13 and then close the My Computer window. 

We’ve worked on copying and moving folders to locations on the same drive, 

but you can also copy a folder to a different drive by dragging it to the drive 

icon where you want it copied.  

Opening, Renaming, and Deleting a File 
 

  

 

In the past few lessons, you’ve learned all about folders—how to open, 

rename, move, copy, and delete them. In the next couple of lessons, we’ll be 

working with the files that are stored in those folders. Working with files is 

very, very similar to working with folders. So similar, in fact, that the 

procedures for opening, renaming, moving, copying, and deleting a file are 

exactly the same as opening, renaming, moving, copying, and deleting a 

folder! 

11.. Click the Start button and select My Computer. 

The My Computer window appears. 

22.. Navigate to and open your Practice folder or floppy disk. 

Every folder window has its own toolbar that make it easy to browse 

through your computer’s drives and folders. Two controls on this toolbar 

are particularly helpful: 

  Address List: Click to list the drives on your 

computer and the current folder, then select the drive and/or folder 
whose contents you want to display. 

Figure 12 

Double-clicking 

the Open Me 

file opens it in 

the Notepad 

program. 

Figure 13 

Select a file to 

show all File 

and Folder 

Tasks, or right-

click a file to 
display a list of 

things you can 

do to it. 

Figure 12 

You can rename a file by selecting the 
file and clicking Rename this file from 
the File and Folder Tasks panel… 

…or by right-clicking the file and 
selecting Rename from the shortcut 
menu. Figure 13 
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  Up One Level button: Click to move up one folder. 

If necessary, follow your instructor’s directions to select the appropriate 

drive and folder where your practice files are located. 

33.. Find and double-click the letter file.  

The letter file opens in the NotePad program—the program it was 

created in You could review, make changes to, and then save the letter 

file if you wanted at this point. 

44.. Click the Notepad program’s close button to close the program 
and the letter file. 

The Notepad program closes. 

You’ve already learned how to rename and delete a folder, so the next 

few steps should be really easy for you because you rename and delete 

a file in exactly the same way. 

55.. Select the letter file. 

Now we can rename the letter file using the File and Folder Tasks panel. 

66.. Select  Rename this file from the File and Folder Tasks panel, 
type La Fanci Nails as the new name for the folder, then press 
<Enter>. 

The ―letter‖ file is renamed ―La Fanci Nails‖. 

77.. Click the La Fanci Nails to select it, and then press the <Delete> 
key. 

A dialog box may appear, asking you to confirm the file deletion. 

88.. Click Yes to delete the selected file. 

The La Fanci Nails file is deleted and disappears from the window. 

Deleting a file isn’t quite as dangerous as deleting a folder is, but you 

should always consider if you might need the file again. Don’t delete a 

file unless you’re absolutely sure you will never need it again. And 

NEVER delete a file if you don’t know what it is. 

99.. Close the My Computer window. 

  

Restoring a Deleted File and Emptying the Recycle Bin  

 

Just like a wastebasket, the Recycle Bin holds all of the files and folders you 
have deleted. If you change your mind and decide you need a deleted file, 

it’s easy to find and retrieve it. This lesson will show you how to open the 

Recycle Bin and see what’s inside, restore a previously deleted file, and 

empty the Recycle Bin to free up some space on your hard disk. 
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11..  Double-click the Recycle Bin to open it. 

The Recycle Bin opens and displays all the files you have recently 

deleted. If you accidentally delete a file or folder, you can retrieve it 

from the Recycle Bin. 

22..  Find and select the La Fanci Nails file. 

You can restore a selected file by selecting Restore this item from the 

Recycle Bin Tasks panel. Let’s try it! 

33.. Select  Restore this item from the Recycle Bin Tasks panel. 

Restoring a file pulls it out of the Recycle Bin and puts it back in its 

original location. 

44.. Close the Recycle Bin window. 

Now, let’s make sure the La Fanci Nails file is in its original location. 

5 Verify that the La Fanci Nails file has been retrieved to the Practice 
Folder.  

Figure 14 

Restoring files 

and emptying 

the Recycle Bin 

Figure 15 

The Recycle Bin 

shortcut menu 

 
Recycle Bin 

contains 
deleted files 

 
Recycle Bin 

does not 
contain deleted 

files 

You can also restore 
a file by right-clicking 
it and selecting 
Restore from the 
shortcut menu 

Empty the 
Recycle Bin 

Restore all files 
in the Recycle 
Bin 

Figure 15 

Figure 14 
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 Quick Reference 

To Restore a Deleted File: 

1. Double-click the Recycle Bin to open it. 

2. Find and right-click the deleted file and select  Restore this item from the Recycle 
Bin Tasks menu. 

Or… 

2. Find and right-click the deleted file and select Restore from the shortcut menu. 

To Empty the Recycle Bin: 

 Right-click the Recycle Bin and select Empty Recycle Bin from the shortcut menu. 

6 There is theoretically a limit to how many deleted files and folders the 

Recycle bin can hold. The maximum size of the Recycle bin is normally 

set 10 percent of the hard drive. So for example, if you have a 10GB 

hard drive, the maximum amount of files the recycle bin could hold 

would be 1GB. When the Recycle Bin reaches its limit, Windows 

automatically starts deleting files from the Recycle bin, starting with the 

oldest file. 

77.. Double-click the Recycle Bin to open it. 

The contents of the Recycle Bin appear. 

88.. Click  Empty the Recycle Bin from the Recycle Bin 
Tasks panel. 

A dialog box may appear and ask you to confirm your 

deletion. 

99.. Click Yes if asked to confirm the deletion(s). 

All the files and folders are permanently deleted from 

your computer. Notice the Recycle Bin icon no longer 

displays any trash, indicating that it is empty. 

NOTE: Be careful when emptying the Recycle Bin. Since 

Windows automatically erases the oldest files from 

the Recycle Bin, you shouldn’t have to manually 

empty the Recycle Bin much at all. A lot of users empty the 

Recycle Bin just about every time they delete something—and 

then later kick themselves because they realize they needed the 
file they just permanently erased. 

One final word about the Recycle Bin—any files you delete from a floppy disk 

are not placed in the Recycle Bin. So be extra careful when you’re deleting 

files from a floppy disk, because the Recycle Bin won’t be able to restore 

them. 

Other Ways to 
Empty the 
Recycle Bin: 

 Right-click the 

Recycle Bin 

and select 

Empty 

Recycle Bin 

from the 

menu, as 

shown in 

Figure 15. 
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A Closer Look at Files and Folders 
  

In this lesson, we’ll take a break from all that pointing, 

clicking, dropping, and dragging and take a closer look at 

files. When you’re viewing the contents of your computer, 

you’ve probably already noticed that everything has its own 

picture or icon to represent what it is. Except for a few 

exceptions, folder icons always look like little manila folders 

( ). Files, on the other hand, come in a variety of types and 

icons. 

There are two parts to every file: the file name, which 
you’ve already seen and are familiar with; and the file 

extension, a three letter extension that tells Windows what 

type of file it is (see Figure 17). Since Windows assigns 

pictures or icons to the types of files it recognizes, it 

normally hides these file extensions from view. Whenever 

you open a file by double-clicking it, Windows automatically opens the file in 

the program it knows created the file. For example, Microsoft Word always 

adds the file extension DOC to its files, so when you double-click a DOC file, 

Windows knows it has to open the file in Microsoft Word. 

Another file and folder related term you might hear is path. A path is the 

drive and folder(s) where a file or folder is located—think of it as a street 

Figure 16 

Files display 
different types 

of icons to help 

you identify 

what type of 

file they are. 

Figure 17 

Every file has a 

three-letter 

extension, 

which is 

normally 

hidden from 

view, so 
Windows knows 

what type of 

file it is. 

Figure 0-18 

Files with their 

three-letter file 

extensions 

displayed. 

Figure 19 

A file’s path 

name is 

determined first 
by the drive, 

then by the 

folder(s), then 

by the file 

name.  

Root Folder 
(Hard Disk) 

Figure 16 

Figure 0-18 

Figure 17 

Letter to Sue.TXT 

File Name 
Can be up to 255 
characters (although 
older MS-DOS 
programs will only see 
the first 8 characters, 
such as Letter~1.txt). 

File Extension 
Usually hidden from 
view, these three 
characters tell 
Windows what type of 
file it is and what type 
of icon to assign to it. 

  

In the C: drive… 

In the Windows folder… 

In the Accessories 
folder… 

The WordPad.EXE file 

The  WordPad.EXE file is located in: 

So its path name would be: 
C:\Program Files\Accessories\WordPad.EXE 

Figure 19 
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address. A path contains the drive letter, followed by a colon, followed by 

any folders (which must be separated by backslashes \), and last comes the 

name of the file. For example C:\Program Files\Accessories\WordPad.EXE 

(see Figure 19 for an illustration). 

Common Files Types 

File  Description 

 
MS-DOS 

Program 

MS-DOS programs are written for an earlier, more primitive 

operating system than Windows. MS-DOS programs don’t have 

the fancy graphics, icons, and features of more-advanced 

Windows programs. All Windows or DOS programs have .EXE, or 

sometimes .COM, extensions. EXE stands for executable, meaning 

the file is a program that will run or execute when you open it. 

 
Unknown 

File Type 

Windows doesn’t know what type of file this is, so you can’t 
readily open it by double-clicking it. That doesn’t mean the file 

isn’t important – it’s probably a very important file for Windows or 

a program. Leave these files alone unless you absolutely know 

what they are for. 

 
Word  Doc 

This is a document created in the word processing program, 

Microsoft Word. Word documents normally have a .DOC 

extension. 

 
Excel  

This is a spreadsheet created with the program Microsoft Excel. 

Excel spreadsheets normally have a .XLS extension. 

 
Paint File 

(BMP) 

This is a graphic file or picture, which was created in Paint or 

another graphics program. These files are also sometimes 

referred to as bitmaps. The extension for this particular type of 

graphic file is BMP or bitmap. There are also other types of 

graphic files that use different extensions and icons. 

 
JPEG File 

Another very popular graphic file, most of the photographs you 

see on the Internet are JPEGs. 

 
Text File 

Text or ASCII files are simple files that only contain text – no 
formatting, graphics, or any fancy stuff. Text files usually have a 

.TXT extension. 
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File  Description 

   
Shortcut 

File 

Shortcut files point to files and folders elsewhere on your 

computer so that you can quickly open that file, folder, or 

program without having to go to its actual location. All of the 
Programs in the Start Menu and some of the items on your 

desktop are actually shortcuts that point to the program files, 

located elsewhere on your computer. Shortcuts only point to files 

or folders, so moving, renaming, or deleting a shortcut does not 

affect the original program or file in any way. You can tell the 

difference between a shortcut and original file because the 

shortcut has an arrow ( ) in the lower left corner. 

 
Setup 

Program 

File 

Setup files are special executable (EXE) program files, except 

instead of running a program when opened, they install software 
programs onto your computer. 

Since Windows assigns pictures to help you distinguish between the different 

types of files, normally the three letter file extensions are hidden from view, 

but you can tell Windows to display the extension—we’ll cover that when 

learn how to customize Windows. 

Changing How Information is Displayed 
 

When you work with files and folders on your computer, you may find that 

you need to change how you view information on the screen. This lesson will 

show you how to change the appearance of items using one of four view 

modes: Thumbnails, Icons, Tiles, List, or Details. Experiment to find the view 

that works best for you. You’ll also learn how to change the order in which 

files and folders are sorted. You can sort the contents files and folders by 

Figure 20 

A bullet ( ) 

appears next to 

the current 

view. Here the 

window is 

displayed in 
Icons view. 

Figure 21 

The window 

displayed in 

Details view 

Figure 20 Figure 21 While in Details view, click the 
column heading you want to use to 
sort the items. Click the column 
heading again to sort the items in 
reverse order 
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name, date (when they were created), size, and type (what type of file they 

are). 

11.. Click the Start button and select My Computer. 

The My Computer window appears. 

22.. Navigate to and open your Practice folder. 

Windows normally displays items as icons by default. 

33.. Verify that you are viewing your computer’s contents as icons by 
selecting View  Icons from the menu. 

You can display more items in a window at a time by 

using List view. Try switching to List view now. 

44.. Select View  List from the menu. 

The items are displayed as small icons in a list. Details 

view displays information about each item, including the 

name, size, type of item, and when it was created or last 

modified. 

55.. Select View  Details from the menu. 

You can sort items in a variety of ways: alphabetically by 

name, by size, or even by the date they were last 

modified or saved. If you’re in Details view, all you have 

to do to sort the items is click the heading for the 
column you want to use. 

66.. Click the Name heading to sort the items by name. 

The list is sorted alphabetically by name. Clicking the heading again 

sorts the items in reverse order (Z-A).  

77.. Select View  Icons from the menu. 

You can have Windows arrange and organize items so they appear in 

neat columns and rows, instead of a cluttered mess. 

88.. Select View  Arrange Icons by  Auto Arrange from the menu. 

A check mark () appears by Auto Arrange when this feature is on. (You 

can skip step 8 if Auto Arrange already has a check mark). Now, 

whenever you change the size of a window, or add, move, or delete a 

file, Windows will automatically rearrange the items. 

99.. Select View  Arrange Icons by  Name from the menu. 

The list is sorted alphabetically by name. 

 

Other Ways to 
Change 

Views: 

 Select a view 
from the 
View button 
list arrow on 
the toolbar. 
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Different Methods of Viewing Items 

View Description 

 

Icons 

Files and folders are displayed as icons. This is a 

good view for when you’re learning how to use 

Windows or have trouble clicking a file with the 

mouse. 

 

Tiles 

Files and folders are displayed as icons, but with 

more information. The type and size of a file is 

displayed to the right of the icon. 

 

List 

Files and folders are displayed as small icons in a 

list. This is a great default view, because it allows 

you to see as many files as possible.  

 

Details 

Displays information about every file and folder, 

such as its name, size, type, and when it was last 
modified is displayed. You can change the order 

the list is sorted by clicking the column headings. 

 

Thumbnails  

Thumbnails view is useful if you are working with 

pictures and graphics because it previews every 

graphic file instead of only displaying an unhelpful 

file name. 
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Selecting Multiple Files and Folders 
 

By now, you know that you must select a file or folder before 

you can do something to it, such as move or delete it. In this 

lesson, you will learn how to select more than one file and/or 

folder at a time, so you can move, copy, or delete a group of 

files at the same time. 

11.. Navigate to and open your Practice folder. 

Again, you can use the following toolbar buttons to find 

your way around your computer: 

  Address List: Click to list the drives 

on your computer and the current folder, then select 

the drive and/or folder whose contents you want to 

display. 

  Up One Level button: Click to move up one folder. 

First, let’s review how to select a single file. 

22.. Click the letter file to select it. 

The letter file is highlighted, indicating that it is selected. Now you could 
delete, move, or copy the letter file.  

Figure 22 

To select 

several files 

that are next to 

each other, 

hold down the 
mouse button 

and drag a 

rectangle 

around the files 

you want to 

select. 

Figure 23 

When you want 

to select a 

group of 

consecutive 

files, select the 
first file you 

want to select, 

hold down the 

<Shift> key 

and click the 

last file. 

Figure 24 

Use the <Ctrl> 

key when you 

want to select 

several random 

files. 

Press and hold 
down the 
<Ctrl> key 
while you click 
each file you 

want to select. 

Click the first 
file you want to 
select, press 
and hold down 
the <Shift> key 
and click the 
last file you 

want to select. 

1. Move the pointer to 
an empty area in the 

window. 

2. Hold down the mouse button 
and drag a rectangle around 
the files you want to select. 

Figure 22 

Figure 23 Figure 24 
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33.. Click any empty area of the window to deselect the letter file. 

The letter file is no longer selected. 

You can select more than one file or folder at a time, so you can delete, 

move, or copy a whole bunch of files at once. Like so many Windows 

functions, there are several methods to select multiple files. If the files 

you want to select are next to each other, you can move mouse pointer 

to empty area on the screen, hold down the mouse button and drag a 

rectangle around the files you want to select, as shown in Figure 22. 

44.. Move the pointer to any empty area in the folder window, click 
and hold down the mouse button, and drag a rectangle around 
several files, as shown in Figure 22. 

The only problem with this method is that it only works when you want 

to select files that are next to each other. 

55.. Click any empty area of the screen to deselect the files. 

Another method of selecting adjacent files and folders is to click the first 

file you want to select, hold down the <Shift> key as you click the last 

file of the group of files you want to select. 

66.. Click the letter file to select it, press and hold the <Shift> key as 
you click another file two or three files away. 

You’ve selected the letter file, another file, and all the files that are in 

between the two. 

77.. Click any empty area of the screen to deselect the files. 

To select random, or non-adjacent files and folders, hold down the 

<Ctrl> key, and then click each item you want to select. 

88.. Click the letter file to select it, press and hold down the <Ctrl> 
key, click another file, and another folder, then release the 
<Ctrl> key. 

Remember, you can move, copy, or delete any selected files all at once. 

Holding down the <Ctrl> key also lets you click and deselect any 

selected files.  

99.. With the files still selected, click and drag one of the selected 
files from the folder window to the desktop. 

The selected files are copied to the desktop. 

1100.. With the newly copied files still selected on the desktop, press 
the <Delete> key. 

The selected files are all deleted from the desktop. 

1111.. Select Edit  Select All from the menu. 

All the files in the window are selected. 

1122.. Close the window to end this lesson. 
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Finding a File Using the Search Companion  
  

 

It’s just as easy to misplace and lose a file in your computer as 

it is to misplace your car keys—maybe easier! Luckily, there is 

a simplified search process called the Search Companion. The Search 

Companion helps you organize your search by asking certain questions, such 

as what you want to search for (i.e. picture or file), which drive to search in, 

and the file name.  

The Search Companion can search for files even when you can’t remember 

the exact file name or location. 

You can search for a file by:  

 The file name or any part of the file name 

 The date the file was created or modified 

 The type of file, such as a Microsoft Word document or graphic file 

 The text within the file 

 The size of the file 

You can set one or several of these criterions to search for a file.  

11.. Click the Start menu and select Search. 

The Search window appears with the Search 

Companion in the blue side panel, as shown in 

Figure 25. 

Figure 25 

The Search 
Companion 

guides your 

search by 

asking 

questions about 

your search. 

Figure 26 

Beginning a 

music file 

search 

Figure 27 

The search 

results window 

 
The Search 
Command 

3. Finish the search, or refine 
the search for better results 

Figure 25 Figure 26 

Figure 27 2. Enter information 
about the file you’re 
searching for 

1. Choose the category 
that describes what 
you’re searching for 
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The Search Companion will ask you different questions to help you with 

your search. For now, let’s search for a music file. 

22.. Click Pictures, music, or video. 

The ―Search for all files of a certain type, or search by type and name‖ 

dialog box appears. 

33.. Check the Music box, type David Byrne in the text field as shown 
in Figure 26, and click Search. 

The Search Companion begins searching for the file, and displays the 

names and locations of all the files it finds that have the words David 

Byrne in their names. You can open any of these files by double-clicking 
them. 

44.. Double-click the music file. 

The music file begins playing in the Windows Media program. 

55.. Close the Windows Media program. 

If you don’t quite remember the file name, you can 

always search by when you last modified the file, or by 

the size of the file. We won’t do a search using these 

criterion right now, but we can at least go ahead and get 

to know where they are a little better. 

66.. To start a new search, click the Search button on 
the toolbar. 

The first Search Companion dialog box reappears. 

77.. Click the All Files and Folders option. 

A dialog box appears, giving options to search by file name, text within 

the file, location of the file, when it was last modified, size of the file, 

and other advanced search options to choose from.  

88.. Type Practice folder in the search options dialog box, and click 
Search. 

The Search Companion searches for folder, and displays all finds in the 

results window. 

99.. Close the Search Results window. 

Search Options 

Search For Description 

Pictures, 

music, or 

video 

Search for pictures and digital photos (.jpg, .gif, and .bmp) 

files, music (.mp3) files, and digital video (.avi and mpeg) 

files. 

 
Search Options 
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Search For Description 

Documents 

(word 

processing, 
spreadsheet, 

etc.) 

Search for files created with a program, such as Microsoft 

Access (.mdb), Microsoft Excel (.xls), Microsoft PowerPoint 

(.ppt), Microsoft Word (.doc), or Notepad (.txt) 

All files and 

folders 

Search for all types of files and folders. 

Computer or 

people 

Search for computers on your network or the name of a 

person in your address book. 

Information 

in Help and 

Support 

Center 

Search for information in Microsoft Windows XP’s built-in 

Help system. 

Search the 

Internet 

Search the Internet for information on a key word or 

phrase. 

Change 

Preferences 

Change your search preferences, such as if you want to 

display an animated character or if you want to use 

advanced search options. 

Managing the Search Companion  
 

Based on the Microsoft Office Assistant, the Search 

Companion is an animated character, which entertains and 

does tricks as you perform your search. Whether your 

Figure 28 

The character 

shortcut dialog 

box. 

Figure 29 

Click Back and 

Next to browse 

through the 

different 

character 

options. 

Figure 30 

Change 

preferences 

dialog box 

 

Figure 27 Figure 29 Figure 30 
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prior experience with animated characters has been charmed or annoyed, 

this lesson will teach you how to manage these new darlings of the technical 

world. 

11.. Click the Start menu and select Search to open the Search 
Companion. 

There’s Rover, eager to help you with your next search! He’s getting 

kind of old though, so let’s find someone with new tricks. 

22.. Click the animated dog and click Choose a different animated 
character. 

The dialog box shows the characters to choose from as shown in Search 

Companions. 

NOTE: If Microsoft Office is installed on your computer, there will be 

more Search Companions to choose from. 

33..  Click the Next button to scroll through the different characters 
and click OK to change to a new character. 

Rover disappears and the new character pops onto the screen. Though 

this may be an improvement from Rover, you may want to hide the 

character altogether. 

44..  Click the character and click Turn off the animated character 
from the shortcut menu.  

The character disappears, but the Search Companion panel remains. If 

you want to customize the search panel even more, start a new search. 

55..  Click the Search button on the toolbar to start a new search, and 
click Change preferences from the dialog box. 

You can perform changes to the animated character here, or you can 

use the advanced preferences. 

Search Companions 

Search 

Companion 

Description 

 
Rover

 

Rover is a loyal friend who will sniff out what you’re 

looking for. Rover is the default Search Companion. 

 
Merlin

 

Need some digital hocus pocus to help you find 

something? Call on Merlin to demonstrate his awesome 

wisdom and magical powers.  

 
Courtney

 
Courtney will be your tour guide. Kick back and let her do 

the driving. 

 
Earl

 

Catch a wave with Earl. He’ll help you find what you 

need. 
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Using the Folders Pane (Windows Explorer) 

 

 

 

By now you should know just about everything there is to know about file 

management. You learned that you can use the My Computer program to 

view the contents of your drives, and how to create, open, rename, copy, 

move, and delete files and folders. 

This lesson introduces the folders pane (Windows Explorer), which you can 

use to view and work with the contents of your computer. The folders pane 

lets you see the organization of all the folders on your computer, as shown in 

Figure 31. The folder pane is especially useful for when you want to copy 

and move files—you can drag the files from the left pane to the appropriate 

folder in the right pane. To view the folders pane, simply click the Folders 

button from anywhere in My Computer. 

If you’re a Windows 95 or 98 user, the folder pane replaces Windows 

Explorer; click the Folders button anytime you want to view or work with the 

folders on your computer. 

11.. Click My Computer from the Start menu. 

The familiar My Computer window appears. In Windows XP you can view 

the My Computer folders pane at any time—all you have to do is click 
the Folders button on the toolbar. 

Figure 31 

The Windows 

Explorer 

window 

 

A plus symbol 

( ) next to a 
folder indicates 

that it contains  

subfolders. 

Click the plus 

symbol to 

display the 

hidden 

subfolders. 

The left pane displays 
the folders and drives 
on your computer 

The right pane displays the contents of 
the folder or drive you selected. This pane 

works just like My Computer 

To display the contents of 
a folder or drive, click the 
name of the folder or 

drive 

Figure 31 

Click the Folders button 
to display/hide the 
Folders pane 
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22.. Click the  Folders button on the toolbar 

The Windows Explorer folder pane appears. The drives and folders in the 

right pane of the window are the contents of your computer. You can 

see what’s in a drive or folder by clicking it in the left Folders pane. 

1. Click My Documents in the left pane of the Explorer window. 

Explorer displays the contents of My Documents in the right pane of the 

window, as shown in Figure 31. Move on to the next step and we’ll look 

at the contents of the hard drive. 

  

  

44.. Click the Local Disk (C:) in the left pane of the Explorer window.  

Explorer displays the contents of the hard drive in the right pane of the 

window. The left pane of Windows Explorer displays the drives and 

folders in a hierarchical view. A plus symbol or a minus symbol beside a 

folder means a folder contains several subfolders. Normally these 
subfolders are hidden. You can display the hidden folders within a folder 

by clicking the plus sign beside the folder. 

55.. Click the plus symbol beside the Windows folder. 

The Windows folder expands and displays all the folders within it. The 

plus symbol changes to a minus symbol, indicating the folder is 

expanded and is displaying all the folders within it. Notice some of the 

Windows subfolders also have pluses by them, indicating that they 

contain several subfolders. 

66.. Click the Windows folder in the left pane of the Explorer window 
to select it. 

The contents of the Windows folder appear in the right pane of the 

Explorer window. Notice the subfolders in the Windows folder are 

displayed in both the left and right panes.  

 

A minus symbol ( ) next to a folder indicates that all the subfolders 

it contains are displayed. Click the minus symbol to collapse or hide 

the subfolders. 

 

If there isn’t a symbol next to a folder, the folder does not 

contain any subfolders, although it may still contain files. 
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You can collapse or hide folders to reduce the amount of information 

that is on the screen. To collapse a folder, click the minus sign beside 

the folder. 

77.. Click the minus symbol beside the Windows folder. 

The Windows folder collapses all its subfolders are hidden from view. 

The minus symbol changes to a plus symbol, indicating that all the 

subfolders in the Windows folder are hidden from view. 

You can adjust the size of either pane of the window. 

88.. Position the mouse over the bar separating the two sides of the 
window until the  pointer changes to a , then drag the bar to 
the right or left about a half-inch. 

Just like in My Computer, you can change how 

information is displayed by using the View menu. 

99.. Select View  Icons from the menu. 

The contents in the right pane of Explorer are displayed 

in Icon View. 

1100.. Select View  List from the menu. 

The contents in the right pane of Explorer are displayed in List View. 

It’s important to remember that the right pane is still My Computer, so the 
procedures for creating, opening, renaming, moving, copying, and deleting 

files and folders are exactly the same. 

File Management Using the Folders Pane 
 

 

 

 

 

 

 

 

 

 

In this lesson, you’ll learn how to perform basic file management in the 

folders pane. Specifically, you’ll move a file and create a new folder. Again, 

although the folders pane looks a little different than the rest of the My 

Computer screen, all the file management procedures you’ve learned work 

exactly the same.  

 

The mouse 

pointer changes 

shapes over a 

border. 

Figure 32 

You can move 

and copy files 

using drag and 

drop in 

Windows 
Explorer. 

Figure 32 
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11.. Make sure My Computer is open with the Folders pane displayed. 

Remember that all you have to do to view the Folders pane is click the 

Folders button on the toolbar. 

22.. Click the Local Disk (C:) drive icon in the left Folders pane. 

The contents of the (C:) drive appear in the right pane of My Computer, 

and it expands in the left pane to show its subfolders.  

33.. Click the plus symbol beside the Practice folder to display its 
contents. 

The folder expands and displays all the files inside it, and the plus 

symbol ( ) changes to a minus symbol. Since you can see all the files in 

the right pane, it’s much easier to move and copy files and folders. 

2. Create a new folder named Accounting in the practice directory. 
Need a refresher on how to create a folder? First you need to click the 
Practice Directory in the left folder pane to select it and display its 
contents in the right pane. Next, click Make a new folder from the File 
and Folder Tasks menu in the blue side bar, type accounting, and press 
<Enter> 

3. Hold down the <Ctrl> key while you click and drag the letter file 
to the Accounting folder, as shown in Figure 32. 

It doesn’t matter if you drag and drop the letter file to the Accounting 

folder in the left pane or the right pane—they’re both the same folder. 

The letter file is copied to the Accounting folder. Move on to the next 

step and let’s see if you can create a new folder while the Folders pane 

is displayed. 

66.. Create a new folder named 2007 in the root directory of the (C:) drive. 

77.. Move the 2007 folder in the root directory of the (C:) drive to the 
Accounting folder by dragging the 2007 folder from the right 
pane to the Accounting folder in the left pane. 

Verify that the 2007 folder was moved inside the Accounting folder. 

77.. Click the plus symbol beside the Accounting folder to display the 
files in the Accounting folder. 

The Accounting folder expands and displays all the folders inside it. Try 

deleting a folder using Windows Explorer—you already know the 

technique. 

88.. Click the 2007 folder to select it, press the <Delete> key, and 
then confirm the deletion. 

It doesn’t matter if you use the left or right pane to select a folder—

they’re the same folder, and you can rename, copy, move, and delete 
folders in either pane of the window. 

99.. Close the My Computer window to end this lesson. 

Congratulations! You’ve just about completed what is probably the most 

difficult chapter in the book.. 
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Review 

Understanding Storage Devices, Folders, and Files 

 Computers store information using files and folders, on disks drives, just 

like you store information in a file cabinet. 

 Know the following memory terminology: 

Term   Size 

Byte   A single character such as the letter j or number 8. 
Kilobyte (K or KB)  1,024 bytes – a typed page. 

Megabyte (MB or MEG) 1,048,578 bytes – a novel. 

Gigabyte (GB or GIG) 1,073,741,824 bytes - Several encyclopedia sets. 

Using My Computer to See What’s in Your Computer 

 Double-click the My Computer icon on the Windows Desktop displays the 

contents of your computer. 

 Double-click a disk drive in the My Computer window to display the disk 

drive’s contents. 

 To View the Properties of Something: Right-click the object and 

select Properties from the shortcut menu. For example, right-clicking a 

hard drive and selecting Properties from the shortcut menu would 

display how much space is left on the hard disk. 

Opening a Folder 

 Double-click a folder to open it and display its contents. 

 To Move Back or Up to the Previous Level or Folder: Click the Up 

button on the toolbar, click the Back button on the toolbar, or click the 

Address Bar on the toolbar and select the appropriate drive or folder. 

Creating and Renaming a Folder 

 To Create a New Folder: Open the disk or folder where you want to put 

the new folder. Select  Make a new folder task from the File and 

Folder Tasks panel, or, right-click any empty area in the window and 
select New  Folder from the shortcut menu, or select File  New  

Folder from the menu. Type a name for the folder and press <Enter>. 

 To Rename a Folder: Click the folder to select it, select  Rename 

this folder from the Files and Folders Tasks panel, type a name for the 

folder and press <Enter>.You can also rename a folder by clicking the 
folder to select it, selecting File  Rename from the menu, typing a 

name for the folder and pressing <Enter>. 
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Copying, Moving, and Deleting a Folder 

 Move a Folder (Drag and Drop Method): Move a folder by dragging it 

to the desired location, such as another folder or on the desktop (you 

might have to open another My Computer window if you want to copy it 

to another folder). 

 Move a Folder: Click the folder to select it and click  Move this folder 

from the File and Folder Tasks menu, select the folder or disk where you 
want to move the folder and click OK. 

 Copy a Folder (Drag and Drop Method): Hold down the <Ctrl> key 

while you drag the folder to the desired location (you might have to open 

another My Computer window if you want to copy it to another folder). 

 Copy a Folder: Click the folder to select it, click  Copy this folder 

from the File and Folder Tasks menu, select the folder or disk where you 

want to move the folder and click OK.  

 To Delete a Folder: Select the folder and press the <Delete> key. Click 

Yes to confirm the folder deletion. 

Opening, Renaming, and Deleting a File 

 Double-click a file to open the file in the program that created it. 

 To Rename a File: Click the file to select it, select  Rename this file 
from the Files and Folders Tasks panel, enter the file’s new name and 

press <Enter>. Or, right-click the file, select Rename from the shortcut 

menu, type a name for the folder and press <Enter>. You can also 
rename a file by clicking the file to select it, selecting File  Rename 

from the menu, typing a name for the folder and pressing <Enter>. 

Copying and Moving a File 

 You can copy and move files the same as you copy and move folders. 

 Move a File: Click the file to select it and click  Move this file from 
the File and Folder Tasks menu, select the folder or disk where you want 

to move the file and click OK. 

 Copy a File (Drag and Drop Method): Hold down the <Ctrl> key while 

you drag the file to the desired location (you might have to open another 

My Computer window if you want to copy it to another folder). 

 Copy a File: Click the file to select it, click  Copy this file from the File 

and Folder Tasks menu, select the folder or disk where you want to move 

the file and click OK.  

 To Copy a File or Folder to a Floppy Disk: Right-click the file or folder 
and select Send To  3½ Floppy (A:) from the shortcut menu. 
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Restoring a Deleted File and Emptying the Recycle Bin 

 To Restore a Deleted File: Double-click the Recycle Bin to open it. Click 

the file to select it and click  Restore this file from the Recycle Bin 

Tasks menu. Or, right-click the deleted file and select Restore from the 

shortcut menu. 

 To Empty the Recycle Bin: Right-click the Recycle Bin and select 

Empty Recycle Bin from the shortcut menu. 

A Closer Look at Files and Folders 

 There are two parts to a file: the file name, which can be up to 255 

characters and the file extension, which is three characters long and tells 

Windows what type of file it is. 

Changing how Information is Displayed 

 To Change How Items are Displayed: Select View from the menu and 

select one of the five view modes or select a view from the View button 

list arrow on the toolbar. 

 The five view modes are Thumbnails, Tiles, Icons, List, and Details. 

Selecting Multiple Files and Folders 

 By selecting multiple files and folders you can move, copy, or delete a 

group of files and folders all at once. 

 If the files are next to each other you can click and drag a rectangle 

around the files you want to select. 

 If the files are next to each other you can click the first file you want to 

select, press and hold down the <Shift> key, and click the last file you 

want to select. 

 If the files aren’t next to each other you can select random files by 

holding the <Ctrl> key and clicking the files you want to select. 

Finding a File Using the Search Companion 

 To Find a File: Click the Start button and select Search from the Start 

menu. Use the Search Companion to enter information (file name, size, 

type, text within the file, date it was last modified, etc.) about the file 

you’re searching for.  

Managing the Search Companion  

 To change the animated character or turn it off, click the character and 

select Change the animated character or Turn off animated 

character from the shortcut menu.  
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Using the Folders Pane (Windows Explorer) 

 The folders pane lets you view and manage the contents of your 

computer. This was a separate program called Explorer in previous 

versions of Windows. 

 To Display the Folders Pane: Open My Computer and click the 

Folders button on the toolbar. 

 A plus symbol ( ) next to a folder indicates that all the subfolders it 
contains are hidden. Click the plus symbol to display the hidden 

subfolders. 

 A minus symbol ( ) next to a folder indicates that all the subfolders it 

contains are displayed. Click the minus symbol to collapse or hide the 

subfolders. 

 No symbol next to a folder indicates that the folder does not contain any 

subfolders, although it may still contain files. 

 To View the Contents of a Drive or Folder: Click the drive or folder in 

the left folder pane—the contents of that drive or folder will appear in the 

right pane. 

 To Adjust the Size of Windows Explorer’s Panes: Drag the bar 

separating the two panes to the right or left. 

File Management Using the Folders Pane 

 To Open a File or Folder: Double-click the file or folder. 

 To Move a File or Folder: Drag the file or folder to the desired location 

in either pane of the window. 

 To Copy a File or Folder: Hold down the <Ctrl> key while you drag the 

file or folder to the desired location in either pane of the window. 

 To Create a New Folder: Click the disk or folder where you want to put 

the new folder, right-click any empty area in the window and select New 
 Folder from the shortcut menu. Type a name for the folder and press 

<Enter>. 

 To Delete a File or Folder: Right-click the file or folder, select Delete 

from the shortcut menu, type the new name and press Yes. 
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Quiz 

1. Computers store information on which types of disks?  

A. Floppy disks. 
B. Hard disks. 

C. Compact discs (CD-ROMs). 

D. Removable drives. 

E. All of the above 

2. Drives are named with one letter. Most computers have a CD-Rom 

disk called (D:) and a hard disk called (C:). (True or False?) 

3. The purpose of your computer’s folders is to:  

A. Lose your important files. 

B. Store programs in the same place. 

C. Make it difficult to delete things unless you really know what you’re 

doing. 

D. Organize related files and information on your computer. 

4. .TXT, .DOC, and .BMP — these are all examples of: 

A. Three meaningless letters with a period in front of them. 

B. File extensions. 

C. Types of advanced degrees in computers. 

D. How confusing computers are. 

5. Which program(s) can you use to view and manage the contents 

of your computer? (Select all that apply.) 

A. Netscape Navigator. 

B. My Computer. 

C. System Sleuth. 

D. Windows Explorer. 

6. You open a file or folder by double-clicking it. (True or False?) 

7. Do this to display the contents of a certain drive or folder: 

A. Right-click the drive or folder. 

B. Click the drive or folder while holding down the <Alt> key. 

C. Double-click the drive or folder. 

D. Triple-click the drive or folder. 
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8. To view an object’s properties, right-click the object and select 

Properties from the shortcut menu. (True or False?) 

9. When you’re browsing the contents of your computer, do this to 

move back or up to the previous level or folder. (Select all that 

apply.) 

A. Click the Up button on the toolbar. 

B. Click the Back button on the toolbar. 
C. Press <Ctrl> + <Z>. 

10. Which of the following statements is NOT true? 

A. You can move a file or folder to a new location by dragging and 

dropping it. 

B. You can rename a file or folder by right-clicking it, selecting Rename 

from the shortcut menu, typing the new name and pressing <Enter>. 

C. A plus symbol ( ) next to a folder in Windows Explorer indicates the 

folder is locked and cannot be modified or deleted. 

D. Holding down the <Ctrl> key while you’re dragging and dropping 

something copies it instead of moving it. 

11. Delete a file or folder by clicking it, pressing the <Delete> key, 

and confirming the deletion. (True or False?) 

12. Do this to select multiple files and folders: (Select all that 

apply.) 

A. Click and drag a rectangle around any adjacent files you want to 

select. 
B. Select File  Select Multiple Files from the menu, and then click the 

files you want to select. 

C. Click the first file you want to select, press and hold down the <Shift> 

key and click the last file you want to select. 
D. Hold down the <Ctrl> key and click the files you want to select. 

 


