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Windows XP uses Folders to organize how information or data is stored on disks
(hard disks, floppy disks, CD-ROMs, or DVD-ROMSs). Folders can hold files, other
folders, and/or objects (such as printers).

Folders are easy to create and are a great way to organize files that you create on your
computer.

To create a new folder:

(& My Documents |:| |E‘ rz|
File Edit “iew Favorites Toaols Help i
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\J J l.@ /:__\J Search i Folders v

File and Folder Tasks kS = My eBooks @ Iy Music =
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@ Fublish this folder ko the

Weh Iy Pictures

l=? Share this Falder

Mew Folder

Other Places m  Shorbcuk th
@ Desktop a Briefrase e

|=) Shared Documents Windows BMP Image

.
% My Computer B Microsoft word Document WI n d OW
ﬁg My Metwork Places Microsoft PowerPoint Present SNge .

Pinnacle Studio ]

View N Quattro Pro 10 Mobebook,
@ Corel Presentations 48 Show
Details Arrange Icons By 4 ] Text Docume
Refresh
t\, way il
afdPerfect 10 Document
ﬁ Corel Presentations 10 Drawing Ove
Unda Mave Ctrl+Z .

@ Microsoft Excel Worksheet
[ £ Compressed (zipped) Folder

[ your
mouse
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«— 4. Anew folder will appear in the window where you initially clicked. The
| default title for your new folder will be New Folder.

You should rename it to something more meaningful by clicking in the

“— space under the folder icon where the text appears. As soon as you see
the cursor blinking in the line, you may begin to type in a new name for
the folder. You can rename a folder by right-clicking the mouse on the
folder icon and choosing Rename.
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Other ways to create new folders:

1. Click on the File menu located in
either a disk drive window’s menu bar
or another folder’'s menu bar.

2. Again, point to New in the menu tha
opens.

Select Folder from the pop-up men

A new folder will appear within the
space of the open window and you
may rename it as described above.

le? Share this Fald

Other Places

@ Deskiop

I Shared Docum
i My Camputer

® Shortcut

ﬁ Briefcase

Windows BMP Image

@ Microsoft Word Document
Microsoft PowerPoint Presentation
Quattro Pro 10 Motebook,

@ Corel Presentations 10 Show
Text Docurment

t\, way file

WordPerfect 10 Document

@ Corel Presentations 10 Drawing
@ Microsoft Excel Worksheet

15| Compressed (zipped) Folder

& My Netwark Pl

Details

& My Documents

File Edit ‘Wiew Tools  Help
OBack IO [% pSearch l—\{__" Folders -

File and Folder Tasks

Favorites

@ Make a new folder

@ Publish this Folder ta the
Wieb

i=? Share this folder

Other Places

[E Deskiap

[ Shared Documents
g My Computer

& My Network Places

Windows XP also features
File and Folder Task boxes
that make it easy to manage
your files and folders.

»

File and Folder Tasks

IEE Rename this Folder
@ Move this Folder
Copy bhis Folder

@ Publish this Folder ko the
weh

|=F Share this Falder
@ E-mail this Folder's files
P Delete this folder
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There are several quick and easy ways to delete files or folders from a hard drive or a floppy
disk.

To delete a file from the hard drive:
¥ My Computer |z”§”z‘
Eile Edit \Wiew Favorites Tools  Help .-?
1. Goto My Compu.ter' Qe - @ - (¥ O sesnh [ Faders | [~
(Remember to CIICk On Files Stored on This Computer
Start. Double click on ““’“"""“ ~
2] Wiew syskem information ' ared Documents
My Computer.) T i or rmove rcagans [ sctommn
[ Change 5 setting
Hard Disk Drives
;her Flaces » @ HP_PAYILION {C:)
My Metwork Places
() My Dacuments
£ Shared Documents Devices with Removable Storage
B Control Panel .
2. Doub|e_c||ck On — ’% 314 Floppy (A1) L CD-RW Drive (D)
My Documents My Computer
System Folder
& My Documents |Z| |E||X|
File Edit ‘Wiew Favorites  Tools  Help :#'
@ Back - -\;] l.ﬁ p Search u:‘ Folders v
File and Folder Tasks D My eBooks @ My Music
Eﬂ Rename this Folder
@ Iovve this Folder ) T
Copy this Folder My Pictures —
Publish this Folder ta th
@\ﬁegs is Falder to the
] Shar? this Falder . D Mew Folder (2) D Pinnacle Studio 3. DOUbIe-CIiCk the
g—? S folder containing
elete this Folder . X
the desired file.
Other Places
= Guest
5y My Documents
ISy Shared Documents
g My Computer
W 1y Metwork Places
Details
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& Mary

File Edit View Favorites Tools Help #
@Back - -\_:)' l@ pSearch [{_i‘ Folders v

i 5] Stience Report
File and Folder Tasks ord Dacument Microsaft Waord Document
19KE
Iim Rename this file Open

By v s e D sorso e 3. Highlight the file name.

Copy this file 1{c1r?<550 Open With »

@ Publsh ths il to the web Ceede 4. There are 4 ways to delete files.

() E-mail this file

' Print this File Cut

f Delete this e Gy = Press the Delete key on your
Create Shortcut keyboard .
Delete ‘\

Other Places Rename

=) My Documents I \- Right-click the file and select

|5y Shared Documents Del ete
'a My Computer

g Iy Metwork Places

= Select Delete this File from the
File and Folder Tasks Menu.

Details

Click on the File menu bar and
select Delete from the menu.

i s Start ¥~ Appearance and ... M Data Alrzady In ... i3l screenshots 2 - ... Ar M, 804 aM

& Mary

Edit
Open

Wiew  Favorites  Tools  Help

'[_@ p Search H:‘ Foldaf

e

Print

Open With " - Science Report
e — rd Document Microsoft Word Document

send To 3 = | 19KB

N 3 D screenshots 2

Microsoft Word Document
Creabe Shorbout 176 KB

Delete o the Weh

Rename
Properties

Close

Confirm File Delete

6. The following message
will appear on your
screen. Click on Yes.
Your file will be
deleted and sent to

s | [ me the Recycle Bin.

:’J Are you sure you wank to send 'Peace’ ko the Recycle Bin?
X
™~ 5
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@ Recycle Bin
File Edit ‘Wiew Favorites  Tools  Help

l\) Back .'\} L@ p Search [{z‘ Folders v

p— ‘eace
Recycle Bin Tasks D g?(lg Falder (2) Microsoft Word Document
% Restore

2 Empty the Recycle Ein
F§ Restore this item

Cuk

Deelete

Properties

Other Places

[E Deskiop
5 My Documents

§ My Computer If you delete a file by mistake, you can

& 1y Mebwark Places .
“restore” it by:
Details = Dragging it out of the Recycle Bin,

= Right-clicking the file name and
selecting Restore
= Or selecting Restore this Folder

from the File and Folder Tasks
menul.

= Mary € Rrecycle Bin &l screenshots 2- .. s MYy, 812 am
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To delete a folder from the hard drive:

¥ My Computer

Fle Edt View Favortes Tools Help

L‘!; psaarch IE‘ Falders v

1. Goto My Computer.
(Remember to click on
Start. Double click on
My Computer.)

Q Back -\_;l

System Tasks

Wiew system information
{2 Add or remows progras
[3 Change a setting

Other Places

g My Metwork Places
(5} My Documents
) Sharsgbetlments
[Zs~antrol Panel

2. Double-click on the
icon for the hard drive
(or C: drive).

Details 2

My Computer
System Folder

=5

Files Stored on This Computer

E’ Shared Documents

Hard Disk Drives

e
g@ HP_PAYILION [C:)

Devices with Removable Storage

] 31 Floppy () , _ CD-RW Drive (Dz)
: =

& My Documents

File Edit Wview Favorites Tooks  Help

e Back - L) l’j p Search H_" Foldets -
File and Folder Tasks D My eBooks
My Pict
Copy this Folder e
@ Publish khis Folder ta the
Web =
|7 share this folder D Mew Falder (2)

{-j E-mail this Folder's files
¥ Delete this Foldsr

@ My Music

IEE Rename this folder
@ IMaove this Folder

ce

Other Places

I Guest

B My Dacuments
I Shared Documents
i My Computer
g My Metwork Places

Details

Pinnacle Studio

3. A new window will
open displaying the
contents of your hard
drive.

4. Find the folder that
you want to delete.
Click once to select
it.

Confirm Folder. Delete

]
L!ﬂi

conkents ko the Recvele Bin?

Are you sure you wank ko remove the Folder Mary' and move all its

6. The following
message will appear
on your screen.

P Click on Yes. Your

folder will be deleted

and sent to the

Recycle Bin.
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When you delete a folder from your hard

drive, the folder and all of the files in it go
El> into the Recycle Bin. You can “restore” it

by dragging it out of the Recycle Bin or

selecting Restore this Folder from the
File and Folder Tasks menu.

To empty the Recycle Bin:

1. Double-click on
the Recycle Bin /
icon on the y

desktop. We,r q y.
INAOWS

Home Edition

2. The Recycle Bin window

opens.
E 0g Essar D Krights
Recycle Bin Tasks . Measglt Word Documet ¥ Microsoft Word Document 3
Sy —— 20k 3. You can choose 1 of 3
mpty the Recycle Bin .
B Restore all items = Optlons:

= Click on File in the Menu
bar and select Empty
Recycle Bin

= Click on Empty Recycle
Bin in the Recycle Bin
Tasks menu.

Right-click in the window
and scroll down to Empty
Recycle Bin

Other Places

@ Desktop

() My Documents
g My Computer
'3 Iy Matwork Places

4. A box appears. Click
on Yes to delete all
the files in the
Recycle Bin.




To delete items from a floppy disk:

¥ My Computer

Eile Edit \Wiew Favorites Tools  Help

1. Goto My Computer.
(Remember to click on
Start. Double click on S S
My COmputer.) Wiew system information

Zh Add or remove programs
[ Change 5 setting

Other Places

85 My Metwork Places
(&) My Dacuments

(=) Shared Documents
B Control Panel

2. Double-click on
the Floppy Disk
icon.

My Computer
System Folder

<+ 34 Floppy (A:)

File Edit Wiew Fawarites Tools  Help
eBack - d Lﬁ pSearch [E_L' Folders v

File and Folder Tasks

Iﬂ Renarme this file
@ Movve this File
D Copy this File
&N Publish this file to the 'Weh
() E-mail this file
iga Print this File
¥ Delete this file

Telecom Ciky Preser
01-25-02
Microsoft PowerPoir

Other Places

Details

B 315 Floppy (A:)

Qe - @ - (¥ O sesnh [ Faders | [~

Files Stored on This Computer

D Shared Documents

Hard Disk Drives

—
@ HP_PANILION (C:)

Devices with Removable Storage

Open
Mew
Prink
Cpen With »

PC-cillin

Send To r

Cuk
Copy

Create Shorkcuk

Renarme

L CD-RW Drive (D1}

Properties

6. Remember the 4 ways to delete your file:
» Press the Delete key on your keyboard.
* Right-click the file and select Delete.

= Select Delete this File from the File and Folder Tasks Menu.

= Click on the File menu bar and select Delete from the menu.

[ESEN]

L
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6. The following message will
appear on your screen. Click —
on Yes. Your file will be
deleted.

Confirm File Delete E

fre you sure wou want to delete 'screenshots 2'7

When you delete a file from your floppy
NOIE disk, it does not go into the Recycle Bin.

It is deleted!
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