Files and Folders Class

Bonnie Best

Oct 2008

Objective: Learn how to create folders and organize files

1. Double-click the folder family that the teacher gave you in class. Itis in
Files and Folders inside Documents folder.
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9/21/2004 10:31 PM
9/21/2004 10:32 PM
9/21/2004 10:32 PM
9/21/2004 10:32 PM
9/21/2004 10:30 PM
9/21/2004 10:30 PM

Type

Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
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We will reorganize these files by creating new folders and moving files into
the new folders.

2. Right Click in the empty white area inside the folder.

"('-"\ - . » Intro Seniors 2 » Documents » Files and Folders » family - _

‘ Organize ws v g Burn
Name 5 Date modified Type Size Tags
!Ei Bociiniie ] Aunt Clara Aug 2004 9/21/2004 10:29 PM  Microsoft Office ... 20 KB
. B Aunt Clara July 2004 9/21/200410:29 PM  Microsoft Office ... 20 KB
[E Pictures W Aunt Clara Sept 2004 9/21/2004 10:29 PM  Microsoft Office .. 20 KB Hien £
B Music @) Brother Aug 2004 9/21/200410:30 PM  Microsoft Office .. 20 KB Sort By 4
[# Recently Changed 1) Brother July 2004 9/21/2004 10:30 PM  Microsoft Office ... 20 KB Group By »
@ Searches @_l] Brother June 2004 9/21/2004 10:30 PM  Microsoft Office ... 20 KB Stack By e
Public ] Cousin Barb Aug 2004 9/21/200410:31 PM  Microsoft Office .. 20 KB Refresh
8] Cousin Barb July 2004 9/21/2004 10:31 PM  Microsoft Office ... 20 KB
] Cousin Barb Sept 2004 9/21/200410:31 PM  Microsoft Office ... 20 KB Customize This Folder...
B Nephew Aug 2004 9/21/200410:32 PM  Microsoft Office ... 20 KB »
] Nephew July 2004 9/21/2004 10:32 PM - Microsoft Office ... 20 KB fraste
B Nephew Sept 2004 9/21/200410:32 PM  Microsoft Office .. 20 KB Fastestortul
] Sister Aug 2004 9/21/2004 10:30 PM  Microsoft Office ... 20 KB Undo Copy Ctrl+Z
|_—'_"._1] Sister June 2004 9/21/2004 10:30 PM I\«"Iiz1 Folder N E
! #| Shorteut Propee
! ?;_] Microsoft Office Access 2007 Database
| T Flash ActionScript File

3. You should get a menu. Point to New and then click Folder.

4. You should see a New Folder with a black border around the name
New Folder. Use your keyboard and type the name Aunt for this new
folder, and hit the enter key.

Views ~ [B Open & E-mail E Share (& Bum

Favori Name £ Date modified Type Size Tags

[ Socinis 10/20/200812:10 ... File Folder

) ] Aunt Clara Aug 2004 9/21/2004 10:29 PM  Microsoft Office ... 20 KB

B Pictures B Aunt Clara July 2004 9/21/200410:29 PM  Microsoft Office .. 20 KB

B Music 1] Aunt Clara Sept 2004 9/21/2004 10:29 PM  Microsoft Office ... 20 KB

% Recently Changed @] Brother Aug 2004 9/21/2004 10:30 PM  Microsoft Office .. 20 KB

@ Searches W) Brother July 2004 9/21/2004 10:30 PM  Microsoft Office ... 20KB

Public ¥ Brother June 2004 9/21/200410:30 PM  Microsoft Office ... 20 KB

] Cousin Barb Aug 2004 9/21/200410:31 PM Microsoft Office ... 20 KB

8 Cousin Barb July 2004 9/21/2004 10:31 PM Microsoft Office ... 20 KB

91 Cousin Barb Sept 2004 9/21/2004 10:31 PM  Microsoft Office .. 20 KB

] Nephew Aug 2004 9/21/2004 10:32 PM - Microsoft Office ... 20 KB

iﬂ_.] Nephew July 2004 9/21/2004 10:32 PM  Microsoft Office ... 20 KB

Fid e Name 2 Date modified Type Size Tags
Aunt 10/20/200812:10 ...  File Folder
!Ei Documents _ 5
) ] Aunt Clara Aug 2004 9/21/2004 10:29 PM  Microsoft Office ... 20 KB
B Pictures ] Aunt Clara July 2004 9/21/2004 10:20 PM  Microsoft Office .. 20K
B Music ] Aunt Clara Sept 2004 0/21/2004 10:29 PM  Microsoft Office ... 20 KB
[# Recently Changed @ Brother Aug 2004 9/21/2004 10:30 PM  Microsoft Office ... 20 KB
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Right Click in the empty white area of the window, point to new and
click folder. Use your keyboard to type the name brother for this new
folder.

Repeat step 5 again and type the name cousin for the new folder.
Repeat step 5 again and type the name nephew for the new folder.
Repeat step 5 one more time and type the name sister for the new
folder.

We now have 5 new folders within the folder family. We will now
move the files into the proper folders that we just created.

Click in the white area of the window to deselect all files and folders.
Click the triangle next to the views button and click list.

Click the first file Aunt Clara Aug 2004 to select it, then use the Shift-
Click technique to select the third file Aunt Clara Sept 2004 (this
should select the first 3 files).
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13. Right Click to get a menu and click Cut to put the file on the cllpboard

X
2 2 - I T A
‘ Organize + ews v I'ﬂ Open |_| Print IS E-mail E Share (@ F .n @
MName B Date modified T4 Size Tags
I-E Bt Aunt 10/20,/2008 12:10 ... ile Folder
= . i lﬂ_])\unt Clara Aug 2004 9/21/2004 10:20 P Microsoft Office ... 20 KB
B Pictures B Aunt Clara Ju\y 2004 9/21/200410:20 8 Microsoft Office .. 20 KB
FB‘ Music IE" 1 manna o oggPas A enenft Office ... 20 KB
% Recently Changed @ Open rosoft Office ... 20 KB
B searches it rosoft Office ... 20 kB
Public w New rosoft Office ... 20 KB
ﬁ:: Print rosoft Office ... 20KB
w rosoft Office ... 20 KB
@ @ Convertto AdobePDF, rosoft Office 0K8
I_'; & Combine supported gfes in Acrobat... Lo Of-ficem 20 KB
@ Scan for Viruses,, rosoft Office ... 20 KB
w rosoft Office .. 20KB
i Shete rosoft Office .. 20 KB
I!—E Send To y frosoft Office ... 20 KB
Cut
Copy
Create Shortcut
Delete
Rename
Properties
14. Double-click Aunt to open the folder called Aunt.
15. Right click to get a menu and click Paste
e s 'El'l —

‘ Organize E; Views = 7

Name B Date modified Size

Type Tags

!E; Documents This folder is empty.

FE Pictures
& Music View »
(% Recently Changed Sort By 3
BB Searches Group By e
Public Stack By 3
Refresh
Customize This Jolder..,
Paste
Paste Shortcut
Undo Rename Ctrl+Z
Mew 3
Properties

16. The 3 selected files should now be in the new folder Aunt. Repeat
this process and move the 3 Brother files to the new folder brother.
Then repeat this process and move the 3 Cousin files to the new
folder cousin. Then move the 3 Nephew files to the new folder
nephew. And finally move the 2 Sister files to the new folder sister.
You might want to use the Folders button on the toolbar to see your
new file organization.



