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Windows 95/Windows NT 4.0


Managing Your Files And Folders

The Windows 95 method of organizing files is similar to the traditional MS-DOS method except you use Windows Explorer or My Computer instead of DOS commands.

Files

All documents you create are stored in files.  In addition, all of the software on your machine is also stored as files, many of which are executable (.exe) files.  Files that hold your documents should be given meaningful names so that they area easily identifiable.  
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Folders 

Folders used to be referred to as directories.  Folders are similar to a manilla file folder in that it is a way to organize similar files into one location.  You can create new folders, move or copy documents into folders, rename them, delete them, create subfolders within them, etc.  Folders may also contain subfolders.  For example, you might want to have a main folder called BUDGET which would contain subfolders for various fiscal years.  

Drives

A computer drive is like a filing cabinet.  A drive may contain files or folders that also contain files.  All drives are named with a single letter such as the C:\ drive.

File/Folder Names

File names in Windows 95/NT may be up to 255 characters and may include spaces or other special characters. [Previous file naming conventions in DOS allowed a maximum of  8 characters with an optional 3 character extension.]

Note: long filenames may only be used in software designed to run on Windows 95/NT.  For example, you can run Excel 5.0 on a Windows 95 machine but that software will not support a long filename.  Older applications may recognize long filenames but will drop off any characters exceeding 8 and replace them with a number.  For example, a file named April Budget.xls would become Aprilb~1.xls in an older version of Excel. 

TOOLS FOR MANAGING FILES AND FOLDERS
Use either Windows Explorer or My Computer to manage your files and folders.  The Windows Explorer replaced the Windows 3.1 File Manager and is used to view the hierarchical arrangement of folders and subfolders.  My Computer, while not quite as powerful as the Explorer, can also be used for file management and is designed especially for new Windows users. 

MY COMPUTER
My Computer is a folder that resides on your desktop containing all the resources on your computer.  When you double click on the My Computer icon on the desktop, a window opens that graphically displays all drives and printers accessible to your computer.  Similar to the Explorer, you can use My Computer to manage and maintain your files and folders.  As you open new windows in My Computer you will not see the hierarchical structure of drives and folders as you do with the Explorer.  In Explorer you can view the organizational structure of your folders in the left pane.  In My Computer each folder you double click on opens into its own window. 

Tips for Using My Computer

To see the contents of a folder (or move down a level in the hierarchy of folders), double click on the folder name or if the folder is already highlighted, press the Enter key on the keyboard.
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· To move up a level in the hierarchy of folders, either click the “Up One Level” button

on the Toolbar or press the Backspace key on the keyboard.  

(If a toolbar is not present, click on   View  |  Toolbar.)
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You can choose to have the previous window remain open or have the window change to the current folder as you open it.

Choose  View  |  Options  | Folder

[image: image5.bmp](Holding down the Ctrl key as you double click on a folder will achieve the same result.)
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Select one of the browsing options

· If you have multiple windows open in My Computer, holding down the Shift key as you click on the close button in the most recently opened window will close all the windows it originated from.

· The status bar at the bottom of the window provides useful information such as the number of bytes a file occupies or the number of files in a folder.  (If the status bar is not showing, click on View  |  Status Bar.)

· Holding down the Shift key as you double-click a drive icon in My Computer will open the view of that drive in the Windows Explorer.

SELECTING FILES/FOLDERS
To work with a particular file or folder (or multiple files/folders), you must first select them before you can effect them.  There are several ways to select files and folders:

· to select an individual file or folder, click on it once.

· to select multiple files at once, click the first file then hold down the Ctrl key and click on each additional file you want to select.  To deselect a file continue holding the Ctrl key and click a second time on the file.  

· to select a contiguous group of files, select the first file in the group, hold down the Shift key, and select the last file in the group.  All files between the first and last file will be selected.

· to select a free form group of files, drag a rectangular outline around them using the mouse pointer.  All the icons within the rectangle will be selected.

CHANGING VIEWS
There are several methods for viewing files and folders within My Computer or Windows Explorer.  The method you choose will depend on the amount of detailed information you wish to see and how you wish to have your list arranged.  You can choose from large icons, small icons, a list, or a detailed list. 

To change the view:

· On the menu bar of desired window, click on View

· To make contents of window appear as icons:  Select Large Icons or Small Icons

· To make contents of window appear in a list:  Click on List or Detail

FILE/PROGRAM ICONS 
Windows uses different icons to represent folders and various types of documents. File folders, text documents, documents created with various software all have their own type of icon.  The icon for a text file or a spreadsheets file, for example, will appear the same in the Explorer or My Computer.  As you become more familiar with file types you will notice that the icons used to represent files are usually the same as the icon you see on the title bar of an application window.  The same icons are used to represent a file on the Taskbar when that file or application is open.

OPENING A FILE
You can also open files and documents from Windows Explorer or My Computer.  To open a file, double click on it and it will open in the appropriate application, if Windows recognized the file type.  If it doesn’t recognize the file type it will open a dialog box where you can choose the application to open it with.  Or, you can go directly to this box by selecting  File  | Open   from the Explorer or My Computer menu. 

WINDOWS EXPLORER
Use the Explorer to create new folders, move folders from one location to another, copy and move files from one folder to another or move files from one disk drive to another.  You can also use Explorer to delete and rename files and folders.  

[image: image7.bmp]To view the contents of a folder or subfolder in Explorer, click once on the folder name.  A + or - sign to the left of the folder icon indicates that there are subfolders contained therein.  The plus sign signifies that those subfolders are not currently showing, whereas a - sign indicates that the subfolders are listed below.  To collapse or expand the folder listing, click once on the + or - sign.  

CUT, COPY, PASTE
Use Cut or Copy to in conjunction with Paste to move or copy files and folders within Windows Explorer or My Computer.  When you cut or copy a file or folders, it is stored on the Windows Clipboard.  You can then paste it to a different drive or folder. 
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Recycle Bin



To Copy a File or Folder

 The copy feature will make an exact duplicate leaving the original intact.  

· Select the file(s) or folder(s) to be copied

(see section on Selecting Files/Folders above)  

· Click on the Copy button or choose Edit  |  Copy or use the shortcut key Ctrl-C
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To Move a File or Folder

· Select the file(s) or folder(s) to be moved 

· Click on the Cut button or choose   Edit  | Cut  or use the shortcut key Ctrl-X


To Paste a Copied or Moved File/Folder

· Open the desired drive and/or folder where the files or folders are to be relocated

· Click on the Paste button or choose  Edit  |   Paste or use the shortcut key, Ctrl-V
CREATING NEW FOLDERS
Create a new folder by:

· Select the folder in the left pane of Explorer in which you want to create a new 

subfolder

· Choose  File  |  New  |  Folder

· Type a name for the folder and press Enter

MOVING AND COPYING FILES AND FOLDERS

To Move or Copy Files Using the Edit Menu

· Select the file or folders you wish to copy or move

· To cut the file, choose  Edit  | Cut   or press Ctrl-X.

· To copy the file so a duplicate can be made, choose  Edit | Copy or press Ctrl-C.

· In either pane of Explorer, select the folder in which you want to paste the cut or copied

file, and choose  Edit  |  Paste  or press Ctrl-V.

To Move or Copy Files Using the Drag and Drop Method

· Select the files or folders you want to move or copy in the right pane of Explorer and 

display the folder you want to move the items to in the left pane.

· Drag and drop moves files if on same drive (different folders).

· Drag and drop copies files if going to a different drive.

· To move files to a different drive, hold down the Shift key while dragging.  

· To copy files to the same drive (different folder), hold down the Ctrl key while

dragging.

BACKUP FILE/FOLDER ONTO FLOPPY DISK
· On Desktop, double‑click on My Computer icon

· Locate file/folder to be backed up onto floppy disk

· Insert floppy disk into drive

· Drag file/folder into computer window until appropriate floppy drive icon is 

highlighted

· Release mouse button

RENAMING FILES/FOLDERS OR ICONS

To rename a file, folder, or icon, click the name, pause, then click the name again.  The name will be selected and the pointer changes to an I-beam to indicate you can edit the text underneath. To undo your edits, press the Esc key.

DELETING FILES/FOLDERS
To delete a file or folder, open My Computer or the Windows Explorer and:

· Select the file or folder to delete

· Choose  File |  Delete (or press the Delete key), or

· Drag and Drop the file onto the Recycle Bin icon on the desktop.


RECYCLE BIN
Windows now has a folder called the Recycle Bin where deleted files are temporarily stored.  The Recycle Bin empties on a rolling basis with the oldest files in the Recycle Bin actually being removed for more recently deleted files.  You can restore files from the Recycle Bin if you change your mind or accidentally delete a file.     

To Empty Recycle Bin 

· From the Desktop, double‑click on the Recycle Bin icon (see picture above) 

· Choose  File  |  Empty Recycle Bin

· Click on Yes

Tip:  Files deleted from the MS-DOS prompt, or from a disk or network drive are not saved to the Recycle Bin.  If you delete them, they are gone.
Restoring Deleted Files

You can open the Recycle Bin folder just as you do any other folder and select a file and restore it to its original location.  You can also move or copy files from the Recycle Bin to a new location.

· Double click the Recycle Bin icon on the desktop to open the Recycle Bin window

· Select the file or files you want to restore

· Right-click the mouse button and choose Restore or choose  File |  Restore

FINDING FILES
The Find tool enables you to look for a specific file or group of related files by name and location.  When searching by name, it’s no longer necessary to use “wild cards” to specify your search.  In addition you can search by date modified, file type and size.  You can also search by the text contained in the file or files.  

Find a File Using File's Name

· Click on the Start button and select Find

· Choose  Files or Folders

· Select the tab labeled Name & Location

· Type a file name or portion of the name in the Named text box

· If necessary, click on down‑pointing triangle to select correct drive

· Click on the Find Now button.

Quick View File

Quick View allows you to preview the contents of a file without opening it in the program that created it.  You can access Quick View from Explorer or from any folder window.

To use Quick View: 

· Select the file you want to preview

· Choose  File  | Quick View or right-click the selected file and select Quick View  

· If you decide you want to edit the file, choose   File  |  Open File for Editing

Note:  The Quick View item does not appear on the menu if the file type you select does not have a viewer installed.

Other Find Methods

You can limit your search for files created or modified within a specific time period.  To do so, click on the Date Modified tab and fill in the appropriate number of months, days, or date.  To restrict the search to files containing specific text or files of a specific size, click on the Advanced tab of the Find box.

You can also search in a specific folder for a lost file by right-clicking that folder in My Computer, then selecting either Find or Find using QuickFinder.  The folder you right clicked will appear in the Look in text box.

