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Using My Computer

Lesson 7

v

My Computer is a quick and easy way to get access to the folders and files stored in your
computer system. It allows you to choose a particular storage location or drive and view the
folders and/or files stored in that drive.

To open My Computer:
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2. The My Computer window opens. Double-click on an object's
icon to see the contents of that object.
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To view the contents of a storage drive:

To see what is stored on one of the computer's drives, double-click on the icon representing that
drive. A new window will open displaying all the folders and files stored on the selected drive.

For example, to view the contents of your machine's hard drive:

£ My Computer

Fle Edit Wiew Favorites Tooks Help "

Qe - © Lﬁ? pSEarch [ Foders | 53]~

Files Stored on This Computer

1. Double-click on the System Tasks
icon for the hard drive Ve systeminfaimation D ER—
. (L Add ot remave programs
(or C: drive). [E5 @ty

Hard Disk Drives

Other Place

o
&@ HP_PAVILION [C:)
& My Network Places

(5} My Documents
[ Shared Dacuments Devices with Removable Storage

E’ Control Panel

- 3% Floppy () , _ CD-RW Drive (D:)
: =
Details

My Computer
System Folder

= HP_PAVILION (C:)

Eile Edit Yiew Favorites Tools Help .
@k - () (T Dseah [ Foders | [T~ 2. A new window
System Tasks audio D Documents and Settings M . .
@0 e e oo o s / opens displaying the
rive
(L) Add ar remave programs dkmp D DUKESD
Search for files or folders
» e contents of your hard
| Folders: TEM

=
4

Files: COMMIT.ERE, DEFS.CON, DEMO1.DMO, DEMOZ.DMO, ...

MECC \

e Husc D — 3. A Pop-Up window lists

File and Folder Tasks

F Make 2 new Folder

Install Cuicken New User Edition
& Publish this folder to the 2002
Web

{ea? Share this Falder

how many objects are
reRea in the open window.

Other Places

9 My Computer

&y My Documents
= Shared Documents
& My Metwork Places

setupd:
DINOPARK
WINDOWS M5-DOS Batch File
1KB
== i) FINIS_IT
M3-D05 Batch File ==| TextDocwment
1KE = FEKE

MUSELM USER
M5 D03 Bateh File e File: ]

Details

REEERE

|




The objects in the My Computer window can be viewed five different ways:

Thumbnails: objects are displayed in boxes

Tiles: objects are displayed with large icons

Icons: objects are displayed with small icons in order from left to right
List: objects are displayed in a list in order from top to bottom
Details: objects are displayed with details about each item
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To view the amount of space available on a drive:
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1. Place the mouse over the

«— icon. A window pops up

showing the total space and
the space used.

2. Right-click on the icon for the
drive. To see the available

Jr— storage space on your hard
e > drive, right-click on the C: drive.

A pop-up menu appears. Select
Properties from the menu.
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3. A new window opens showing the
amount of used disk space and
available or free disk space.
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This hard drive has:
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