Managing Files & Folders Training Manual sample

=1 . . - . . . . . . . . ——

Table of Contents
Introduction tO File MBNBGEMENL.......... ... o oceeeeeeeceteeeeeeeseeeesaeessesseessessaessesssessesssessasssassannsensen 4
FOIBEIS ...ttt sttt et e et e e s s e s eseasesesssesennane 4
PSS R S SR e S i 4
Performing Basic Rle Opera bl ONS L e S L e e e S Dy 6
&) e gy 6
O AN Pl e e e L e L LA SO R G 8
To Close aFile / WInGOW / PrOSIBML.....o.o oot eeae s e senessessenseneeseneneas S
Pre-Made SYSTRIME FOMIBIS ... i it s cotisins s bSO R 10
NN I B OIS L L G e s L L s 11
VLT S T (S S S S S U SRS 11
Open WINOWS Bl OO e o e e Lt o e s e o P o e 11
To Add a New Folgderin WinGows EXPIOTET ..o e e e e ae e e e e e e e eesnneenns 14
ToRenamea FOIer. ... oo cia i s cis oot s e i S Se i s S bl 15
To Move a Folder/Fileto a New LOCBHON ... aeee e e aessese e e se s sesassesensesens 15
TOCOPY 8 FOIBEIIFIIE......eeeeeeeeeeeeee ettt s e e esessessse s ensensesensesssessensensennannans 16
ToDelete a F i e o O e e e e e L s L S S L s 17
RO B BNt eeeeeesae e e e e ae e s essee s s eessaeessse e ssanssaeessseasseensseessansaennseennnnenns 18
i RleS e oo s s s st st s e St o 18
DA B DO o L L e S i 20
ToSelect:More Than OnE ODJect . ..o i it e i enis i s anmi e mninias 21
More Eile Extens on Formats o s L L L s 21
More examples Of file EXEEMEIONS ... ..ot ee e e e e e e e e e e eaeeeesse e sseeseeesseeennnenns 22
Windows Explorer VIew options - - oo o an e seae e v e e 22
Tips & Suggestions for Managing Your FIles....... ... ceeee e eseeeaeesessesaaseneneans 23
USe DOCUMBIS . oo ioeniiionenzoistosatsistosntsisinsasisionenisistosnisissosadsishnenisisbosnisistosnisisonsadsishoeninist 23

To purchase full training guide for XP click here or Vista click here

https://www.paypal.com/cgi-bin/webscr?cmd= s-xclick&hosted button id=10181412 XP

https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted button id=10181437 Vista




Managing Files & Folders Training Manual sample

Adopt Consistent Methods for File and FOlder Naming:.........coo oot 23
KeepNamMes SN sttt e e fo e e A o S e s S e 23
Let the Folder Structure Dosome of the Naming: .........oo oo e e nenes 23
Store Likewith:likes:: oo o oo v av e o e v e o e v o 23
Use Shortcuts and Shortcut Links Instead of Multiple Copies:........c.oooeeeieeeeeeeeeeeeeeeeeeeeeens 23
WAL S 8 IO U R e in ez it enat i tesnt s iremeniisionaioisbonnt st snti i men s ieeai b S besnb s s n s s 23
O BT A SO U o e e e e e e L s Lot s P s Pt s Pt s Pt 24
USE THUMDNGIIS ...ttt e s e s s e s st e esemnesesensenennan 24
Use Common Names::ay oo anve s s v v s amv v 24
PO DO m NS  On B DB K O 5 2 e e S N ey 24

To purchase full training guide for XP click here or Vista click here

https://www.paypal.com/cgi-bin/webscr?cmd= s-xclick&hosted button id=10181412 XP

https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted button id=10181437 Vista




Managing Files & Folders Training Manual sample

i

Prior to Creating a folder, ensure you have
your cursor on the folder you wanttocreatea
sub-folder within. l.e., Make sure the
Documents folder is highlighted oris listedin
the address bar.

To Add a New Folder in Windows Explorer

1. RIGHT Click on the documeresforder |
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4. Starttyping the folder name (e.g., My
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