Using Folders

In an office, there are many drawersin afile cabinet. Each
drawer has a name. In each drawer, there are many folders
and each folder has aname. In each folder, there are many
sheets of paper.

On the computer, afloppy disk islike afile cabinet. A floppy disk (or file cabinet) may
have many folders (or drawers). A folder may have many files (or sheets of paper) init.

A folder is usually shown with this picture;
If you have many files for job applications, you may want to keep the files in a folder

named “Job Applications.” A file may be named for each company you are writing a
letter to.

Example:
Folders b
=143l Floppy (&)
(] Job Applications
L) Letkers
I[:I Job Applications
Mame | size | Type ¢ | Madified
.ﬁ.ndersun Comparny,doc 19 KB Microsoft ... TILZ003 10046 AM
Ju:unes Company,doc 19KB  Microsoft ... TH12003 10003 &AM
Wn:n:ndI:nurn Company.doc 19KB  Microsaft ... TI12003 10047 AM
Il:l Letters
W E = | Size | Type | rodified |
Cu:uusin.u:lu:u: 19KB  Microsoft ... FI1JZ003 10050 A
daughter.dn:n: 19KB  Micrasaft ... FI1J2003 10050 &M
M-:um.u:l-:u: 19KE Microsoft ... 71112003 10:03 AM
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Create a Folder

1. Insert your floppy disk into the A:/ drive.

2. Doubleclickon MY COMPUTER.

. My Compuker
3. Doubleclick on 3%2 FLOPPY (A:).

= My Computer - 10| x|
J File Edit ‘Wiew Faworites Tools  Help |ﬁ
T
B@Search L Folders @Histury | s 02 5% | Ed-
ker j .f-l?ch

i

| Tvpe | Tokal Size £ | Free Space |
{315 Floppy (A1) S1&-Inch Floppey Disk
.@Cnmpact Disc (F:)  Compact Disc

‘?g}.ﬁ.udin D {E:) Compack Disc 0 bytes 0 bytes

=00 (0 Local Disk, 7.9 GE 5.96 QB

EQM (D2 Local Disk 10,8 GB 5.51 GB

[5#] Contral Panel System Folder

|1 objeck(s) selected |@ Iy Computer i
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4. ClickonFILE.

5. Click onNEW.

6. Click on FOLDER.

File  Edit i Fe f)

B Folder

Create Shorbout = Shortcuk
Delete

Eemname
Froperkies

Close

7. Type the name of folder and hit ENTER.

| Size | Type | Modified |
File Falder F14/2003 41 aM
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Save a New File in a Folder

1. Clickon FEILE.

2. Clickon SAVE AS...

JEiIe|§|:|it Wiew Insert Format Tools Table Window Help

(1 mew...  Chrl+h
"]

= Cpen... Ctr+0 [ [ l

Page Setup...
& Prink Preview
&0 Print... 4P

1 Save a File,doc

Exit

L4

3. Click on the drop-down menu.

4. Click on 3%2 Floppy (A:).

Save in:

I@I My Computer

ﬁ|@}{@vhul§v

2%

K%Desktup
My Cormpuker
314 Floppy (A
= DD i)
3 Program Files
@ Compact Disc (F:)
Py Metwork Places
F5 My Documents
% FTP Locations
=l addModify FTP Locations ¥

File name: I

j E Save I

Save as bype: |w.:-r.:| Docurment (*,doc)

j Zancel |
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5. Doubleclick on the folder you want.

=4 31 Floppy (A:) |
" 1Jab Applications

[:I Letters

6. Type the name for thefile.
Hints: 1. The name should be easy to remember (example: |etter to Mom).
2. Letters, numbers, spaces and ‘- are OK. Do not use any other letters,
characters or symbols.

7. Click on SAVE.

2%

Savein: II:l Letkers j e | @

o

Hiskory

Iy Dacuments
- File narme: j H zave

Save as bype! |word Document (*,dac) j Cancel |
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Find a File in a Folder

1. DoubleclickonMY COMPUTER.

My Compuker
2. Doubleclick on 3%2 FLOPPY (A:).

@n My Computer

=10l x|

J File Edit ‘Wiew Faworites Tools  Help

J 4= EBack ~ = = QlaSearch L Folders @Histury |%’ q;’ oD | Ed-
J ker

Address I@ My o

j @GD

4

| Tvpe | Tokal Size £ | Free Space |

(314 Floppy I{F'.:fll 34-Inch Floppy Disk:
.@Cnmpact Disc (F:)  Compact Disc

‘?g}.ﬁ.udin D {E:) Compack Disc 0 bytes 0 bytes
=00 (0 Local Disk, 7.9 GE .96 GE
EOM D) Local Disk 10,8 GB 5.51 GB
[5#] Contral Panel System Folder
|1 objeck(s) selected | |E‘E‘1 Iy Computer i
3. Doubleclick on the folder name.
J Address @ 314 Floppy
F i
Mame | Size | Type ¢ | Modified |
DE;l_l_:_l_lg__E.E_p_l_i_l__'_@!:_!ggg__§ File Folder 7I11J2003 10:44 AM
[ Letters File Folder TILLZ003 10044 aM

4. Doubleclick onthefile name. Thefile will open automatically.

J.ﬁ.ddress 1 3ab applications
.

Mame /I Size I Type I Modified I
®} anderson Comparny.dac : 19KE Microsoft ... 7/11/2003 10:46 AM
) 10nes Comparry . dac 19KE Microsoft ... 7/11/2003 10:03 &M
) waadburn Company.dac 19KE Microsoft ... 7/11/2003 10:47 &M
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Delete a File in a Folder

1. Onthe desktop, doubleclick on MY COMPUTER

My Computer
2. Doubleclick on 3%2 FLOPPY (A:).

@n My Computer ) ;IEIEI

J File Edit ‘Wiew Faworites Tools  Help |ﬁ

QlaSearch L Folders @Histury |%’ 0 x w | FEFE
ker j .f-l?ch

i
| Tvpe | Tokal Size £ | Free Space |

(314 Floppy I{F'.:fll 34-Inch Floppy Disk:
.@Cnmpact Disc (F:)  Compact Disc
‘?g}.ﬁ.udin D {E:) Compack Disc 0 bytes 0 bytes
=00 (0 Local Disk, 7.9 GE 5.96 QB
EQM (D2 Local Disk 10,8 GB 5.51 GB
[5#] Contral Panel System Folder
|1 objeck(s) selected |@ Iy Computer i

3. Doubleclick on the folder name.

J Address IE' 314 Floppy
i
Mame / | Size | Type | Modified |
W ) File Foldsr  7/11/2003 10:44 AM
[ Letters File Folder 7112003 10:44 aM
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4. Right click on the file name.

5. Click onDELETE.

Mame

Size | Tvpe

| Modified

Anderson Companyy . doc

J-:unes Company,doc
@Wmdburn Comparry., do

19 KR Mirr
Open

M

Prink

Cpen YWith »

Send To

Cuk 5
Copy

Create&h(rtcut

Delete
R.enarme

Propetties

n=aft Ward Document
n=aft Waord Document
n=aft Waord Document

6. Clickon YES.

Caution!!

A

If you delete afile,

you may not be able to find it again.

Be careful!

Confirm File Delete

E

Recycle Bin?

Are you sure you wank b send ‘anderson Company doc bo the

7111200
i1 1200
7i11 200
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