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Files and Folders
What are Files and Folders
Files: This is the Data, Images, and things the user makes

Folders: where the Data, Images and things are stored in the computer. Some people call Folders Directories.
This is from the old computer world.

In the past there were lots of rules that had to be used with files and folders, with windows these rules are not
needed. These are the rules today

A file name can contain up to 215 characters, including spaces. However, it is not recommended that you
create file names with 215 characters. Most programs cannot interpret extremely long file names. File
names cannot contain the following characters:
\ / : * ? " < > | 

You do not need to open the file or folder to rename it. 
You can also rename a file or folder by right-clicking it and then clicking Rename. 

The name of system folders such as Documents and Settings, Winnt, or System32 cannot be changed
because they are required for Windows to run properly. 

This is how your computer will look

Lets Explore

To open Windows Explorer, click Start, point to
Programs, point to Accessories, and then click
Windows Explorer.
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Not all Windows Explorer will look the same.
This is an example of your Instructor’s Explorer.
Your’s will look different.
The parts that are the same are
Desktop 
My Documents
My Computer
My Network Places
Norton Protected Recycle Bin
Internet Explorer.
The Icons seen at right will be different in your
machine.

This is what Files and Folders under My
Documents looks like.
The yellow Icons are Folders
The other Icons are Files
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Making and Saving a file

Lets make the first file

Click START, RUN This Dialogue box will open type  the word Notepad
in to the white space. Then click OK

This will open a program called Notepad. This is a
very simple word writing program. Look at the top
Title bar and it says Untitled this means nothing has
been saved

now type in the words
This is an example of my first file
when that is done move to the next part saving the
file

click on FILE, SAVE A dialogue box will open that looks like this.
In the field that says file name enter the name of
My First File
Then click on SAVE
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Notice at the top in the Title bar the name has
changed from Untitled to My First File.
It shows that the file has been saved

Now close the notepad with the command FILE,
EXIT.

The computer is now back at the Desktop. To open the file you just saved click START, RUN again. This
time you will see the word Notepad already filled in for you. Click OK

Notepad will start again with a blank page like before click FILE, OPEN

A dialogue box will open and you will see the name
of the file you just saved. Click on the file then click
OPEN

This is the file that was recently made

Congratulations you have just made, saved and open your first file
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There are many other ways to do this same thing.
Other ways to save a file is with a keyboard short cut
Ctrl+S
Also to open a file the short cut is Ctrl+O
There is another short cut.
Look at the Start Menu example at right the word
DOCUMENTS is part of the list the new file you just
made will be in the list

when you click on Documents the list pops out
showing you the most recent used files.
Look closely and you will see the file
My First File
Slide the mouse over to highlight the name and click
once the file will open.

Exploring Deeper in the Computer

Start Explorer again

As said before this is how your computer will look.

This time we are going to look at My Computer. That
is just below My Pictures.

Point at and click on My Computer this will make
the list of what is on the C drive appear in the right
window. At the same time a list of Drives will appear
below My Computer
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The Example show is the Instructor’s Computer.
Your computer will look VERY different it will only
have a C drive, Maybe a D drive and 1 Compact Disc
Drive.
In the Instructor’s Computer each letter means a
Hard Drive. The maxim number of hard drives a
computer can have is 26 A-Z
A is for the Floppy Drive The computer can have 2
Floppy drives A and B 
C is the Heart of the computer all things work from C
drive 
The important things here are.
Capacity 
Used and Free
Used: Means how much of the hard Drive is used
Free: what’s left that can be used
The Pie Chart shows a picture of what it looks like.
The White area is the unused area (Free)
The Folders are the different folders that either the
user has made or a program has made during
installation. (When Programs are added) 
You can click on these folders and see what is inside.

Network Places
This is when the computer is connected to a
network.. You as a user will not have this

Norton Recycle Bin This will be discussed later it holds files that you have
deleted. Before you remove them from the computer.
It is possible to get files from this place if you have
not emptied the recycle bin. But and a BIG BUT..if
you empty the recycle bin.. The file is gone.

The last Item is a quick link to Internet explorer a
Program that will be shown to you later


