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What is Windows Explorer

Windows Explorer is the system for managing
files on the computer just like paper files in the
file cabinets of an office

Windows Explorer lets you organize files into

Windows folders so you can find them - just like in an office
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- Agenda

. Moving Around in Windows EXxplorer
HVMAGE, File and Folder Management
Windows
Explorer All Operations shown in BLUE italics

In this Presentation
will be demonstrated
Operations described in this
presentation are those used in
Windows Tutorials - Alternate
methods using popup windows, drag
and drop and keyboard will also be
demonstrated where applicable
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Operation

Open Windows Explorer
To Open: R Click Start/ Select Explorer
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Street Atlas 8 My Videos
USA 8.0 |2 NeroVision
EN ) Temp
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Name = I Size| Type | Date Modified

) 1Doc File Folder 10/14/2005 3:56...
22Xls File Folder 1/16/2006 1:36 ...
I 3Ppt File Folder 1/23/2006 2:12 ...
[C)4PDF File Folder 1/18/2006 9:14 ...
|2) CDJacket File Folder 1/3/2006 7:33 PM
[0 Collage Projects File Folder 8/25/2005 8:48 ...
)Dwg File Folder 12/11/2005 11:1...
)My Albums File Folder 10/20/2005 7:30...
|22 My Downloads File Folder 10/16/2005 2:53...
\é My Music File Folder 1/21/2006 7:44 ...
[Z)My Pictures File Folder 1/22/2006 3:09 ...
[Z)My Scans File Folder 11/10/2005 8:46...
] My Videos File Folder 1/24/2006 9:32 ...
[ NeroVision File Folder 9/1/2005 1:03 PM
D2Temp File Folder 1/19/2006 2:56 ...
|2y White Horse File Folder 1/27/2006 3:28 ...
i@Computer.doc 23 KB Microsoft Word ...  1/26/2006 8:31 ...
@dbl.mdb 60 KB Microsoft Access... 1/8/2006 3:54 PM
@emerg.doc 22 KB Microsoft Word ...  1/25/2006 7:27 ...
|14 Favorite Placeshg3.pfc 57 KB PFC File 7/8/2005 8:31 AM
[E]Gregg.bak 34 KB BAK File 12/25/2004 5:06...
[ GreggFamily.paf 244 KB Personal Ancestr... 1/17/2006 8:31 ...
(#1 GreggFamily.zip 39 KB Compressed (zip... 1/15/2006 5:01 ...
@ My Portfolio2.mny 3,340 KB MNY File 8/9/2005 6:15 PM
@ My Portfolio Backup_200... 337 KB MBF File 12/10/2005 8:15...
= My Portfolio.mny 3,200 KB MNY File 1/26/2006 7:35 ...
|52 Old Excel Documents 1 KB Shortcut 9/11/2005 8:38 ...
[£] phonelistalpha1605.TXT 24 KB Text Document 1/5/2006 8:16 PM
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- Explorer Nomenclature

Back, Forward, Up, Search, Folder and View Buttons
RN [ EN BT
File Edit View Favorites Tools Help | f;’
Gﬂack - \_) e | - search |H Eoidar |E|' Tool B ar |ms",‘,., . l_ =
Folders X game -~ Slzel Type | Date Modified |
.| E1t8801.jpg 11 KB PhotoStyler Image  11/5/2001 2:52 ...
S Tour14 2 &)ta802.pg 11KB FhotoStyler Inage  11/5/2001 2:51 ...
r D Tour 18 Btas03a.jpg 20 KB FhotoStyler Image  11/5/2001 2:50 ...
[ Tour 22 £31t8803b.jpg 25KB PhotoStyler Image  11/5/2001 2:40 ...
2 Tour 24 B1t8808.Jpg 17 KB FhotoStyler Tmage  11/5/2001 2:49 ...
(=2 Tour 25 @tBBUSa.jpg 10 KB PhotoStyler Image  11/5/2001 2:49 ...
(3 Tour 27 &tBEUQ.jpg 17 KB PhotoStyler Image  11/5/2001 2:49 ...
&3 Tour 30 i{ﬂtaalﬂ.jpg 15 KB PhotoStyler Image  11/5/2001 2:48 ...
[ Tour 33 J@tBEIB.J:pg 23 KB PhotoStyler Image  11/5/2001 2:47 ...
- £ Tour 35 §t8814.]pg 23 KB PhotoStyler Image  11/5/2001 2:47 ...
WI n d OWS & Tour 37 gtsals.jpg 21 KB PhotoStyler Image  11/5/2001 2:46 ...
£2]t8818.jpg 23 KB PhotoStyler Image  11/5/2001 2:46 ...
& Tour 39 &t8819.jpg 20KB PhotoStyler Image  11/5/2001 2:45 ...
D Tour 41 &11t8820.jpg 24 KB PhotoStyler Image  11/5/2001 2:45 ...
[0 Tour 42 B1t8822.jpg 11 KB PhotoStyler Image  11/5/2001 2:44 ...
X p O re r [ Tour 46 &t8822a.jpg 20 KB PhotoStyler Image  11/5/2001 2:44 ...
) Tour 47 FﬂtBEZB.jpg 21 KB PhotoStyler Image 11/5/2001 2:43 ...
- =) Tour 48 §t8824.]pg 20 KB PhotoStyler Image  11/5/2001 2:43 ...
i = Tour 52 gtBEZE.jpg 17 KB PhotoStyler Image  11/5/2001 2:42 ...
& Tour 55 @tBBZP.Jpg 14 KB PhotoStyler Image  11/5/2001 2:42 ...
¢ £21t8829.jpg 16 KB PhotoStyler Image  11/5/2001 2:41 ...
D Tour57 £3]t8830.7pg 25KB PhotoStyler Image  11/5/2001 2:40 ...
(5 Tour 58 Bi1t8831.jpg 14 KB PhotoStyler Image  11/5/2001 2:40 ...
[0 Tour 60 £1t8832.pg 28 KB PhotoStyler Image  11/5/2001 2:39 ...
I3 Tour 63 B1t8833.jpg 24 KB PhotoStyler Image  11/5/2001 2:39 ...
(=3 Tour 67 B21t8834.pg 17 KB PhotoStyler Image  11/5/2001 2:39 ...
_ =) Tour 68 F@tBEBS.jpg 22 KB PhotoStyler Image 11/5/2001 2:39 ...
> d [ Tour 70 ﬂ@tBEES.J.pg 19 KB PhotoStyler Image  11/5/2001 2:38 ...
&= Tour 72 gtaﬁ??.]pg 17 KB PhotoStyler Image  11/5/2001 2:38 ...
= Tour 76 — ﬂ@tﬁﬂz?a._]pg 14 KB PhotoStyler Image  11/5/2001 2:38 ...
£21t8837b.jpg 16 KB PhotoStyler Image  11/5/2001 2:37 ...
& Tour 78 &1t8838.jpg 18 KB PhotoStyler Image  11/5/2001 2:37 ...
(22 Tour 80 &1t8839.jpg 22 KB PhotoStyler Image  11/5/2001 2:37 ...
[ Tour 81 B1ta840.pg 14 KB PhotoStyler Image  11/5/2001 2:36 ...
I Tour 83
o | Tour 85 « SI o d
{ | Tour 90 I e r
() Tour 84
[2) Tour 85
(2 Tour 98
() SarasotaCondo
) #'start] |[23 Tour 88 Ta.Sk Bal‘ Il bl [«.5% 7:30PM

Left Pane - Folders Right Pane - Files
or Tasks & Details

‘ NORMAL WINDOW



- Operation
witch to Full Screen View: Press F11 key
uto Hide Toolbar: R Click on Toolbar/Select Auto-
Ide
| uto Hide Taskbar: R Click on Task Bar/Select

roperties/Select Auto Hide the Task Bar

iIndows To return Windows Explorer to normal view: Press
Explorer F11 Again

™ Tour 88 R Y [ ES TS [ e 5 [ame = ETIETY Toste adhed ]
Fle Edi View Fovortes Tods _telp | ar ooz o 1110 Phener mage  11/52001 291
Bock ~ -y Search ‘. = - ‘mv B © &2)18803a.1pg 20XB PhotoStyler Image  11/5/2001 2:50
O vk = © = (3|0 seo [ oo [ o e 315 Trousyarimoge 1130115
Folders x| Name « size| Type | Date Modified | &0)t5508.9 1748 PhotoStyler Image  11/5/2001 2:49
. © Tour 14 | Eissoipg 11K PhotoStyler Image 11/5/2001 2:52 86082, 1pg 10K8 PhotoStyler Image  11/5/2001 2:49
B Tour 18 21t8802.jpg 11KB PhotoStyler Image  11/5/2001 2:51 " &)18809.599 17K8 PhotoStyler Image  11/5/2001 2:49
31t88032.1pg 20KB PhotoStyler Image  11/5/2001 2:50 .. &11610.390 15K8 FhotoStyler Imay 1/5/2001 2:4
o Q Tour 22 $t8803b.Jpg 25K8 PhotoStyler Image  11/5/2001 2:49 13,399 23K8 FhotoStyler Image $/2001 2:
© Tour 24 £118508.5pg 17K8 PhotoStyler Image  11/5/2001 2:49 14,59 23KB Fhotostyler Image  11/5/2001 2
© Tour 25 £1185082.5p0 10K8 Photostyler Image  11/5/2001 2:49 ... 15309 21X8 Photostyler Image  11/5/2001 2
& Tour27 31t809.jpg 17KB  PhotoStyler Image  11/5/2001 2:49 ... )13818.100 hotoStyler Image  11/5/2001 2.
& Tour 30 §1t8810.1pg 15KB PhotoStyler Image  11/5/2001 2:48 01s819.50g 1/5/2001 2
& Tour 33 £1t8813.jpg 23K8 Photostyler Image  11/5/2001 2:47 1882009 11/5/2001 2
& Tour35 31t8814.jpg 23KB PhotoStyler Image  11/5/2001 2:47 8118822 Jpg 11/5/2001 2
& Towr 37 2118815.5pg 21K8 PhotoStyler Image  11/5/2001 2:46 8222100 26K8 Photostyler Image  11/5/2001 2
21t8818.jpg 23KB PhotoStyler Image  11/5/2001 2:46 ... 4818823.100 11/5/2001 2
& Tour 39 6519100 20K Photostyler Image  11/3/2001 2145 52130 11/5/2001 2.
© Tour 41 £118520.5pg 24K8 PhotoStyler Image  11/5/2001 2:45 826,509 24
© Tour 42 31t8822.jpg 11K8 PhotoStyler Image  11/5/2001 2:44 ... 518827599 2:42
© Tour 46 £1185222.p0 26K8 PhotoStyler Image  11/5/2001 2:d .. 629,599 241
> © Tour 47 21t8823.jpg 21KB PhotoStyler Image  11/5/2001 2:43 ... t8830.39g 2:40
) Tour 49 2118524.pg 26 KB Photostyler Image  11/5/2001 2:43 81863199 PhotoStyler Image 2:40
. & Tours2 31t8826.jpg 17K PhotoStyler Image  11/5/2001 2:42 8832109 FhotoStyler Image 2:39
& Tour 55 31t8827.jpg 14KB PhotoStyler Image  11/5/2001 2:42 &118833.390 FhotoStyler Image 2:39
{ © Tour 57 21t8829.Jpg 16 KB PhotoStyler Image  11/5/2001 2:41 &1t3834.309 PhotoStyler Image 2139
S eras 21t8830.jpg 25K8 PhotoStyler Image  11/5/2001 2:40 ... 115535 109 PhotoStyler Image 239
31t8831.jpg 14KB PhotoStyler Image  11/5/2001 2:40 1t8536.509 PhotoStyler Image  11/5/2001 2:38
£ Tour 60 £118832.Jpg 28K8 PhotoStyler Image  11/5/2001 2:39 &5837.300 Photostyler Image  11/5/2001 2:38
£ Tour 63 21t8833.jpg 24K8 PhotoStyler Image  11/5/2001 2:39 ... 118372109 B FhotoStyler Image  11/5/2001 2:38
& Tour 67 21t8534.Jpg 17K8 PhotoStyler Image  11/5/2001 2:39 . @e8375.500 X8 PhotoStyler Image  11/5/2001 2:37
& Tour 69 2118835.1pg 22K8 PhotoStyler Image  11/5/2001 2:39 ... 80115838100 X8 PhotoStyler Image  11/5/2001 2:37
& Tour 70 31t8836.jpg 19KB PhotoStyler Image  11/5/2001 2:38 158)15839.p9 K8 PhotoStyler Image  11/5/2001 2:37
© Tour 72 2)t8837.jpg 17KB  PhotoStyler Image  11/5/2001 2:38 i)13840.109 14K8 PhotoStyler Image  11/5/2001 2:36
& Tour 76 — &ts8372.5pg 14K PhotoStyler Image  11/5/2001 2:38
our §118837b.pg 16KB PhotoStyler Image  11/5/2001 2:37
. © Tour 78 2118838.1pg 18K PhotoStyler Image  11/5/2001 2:37 ...
© Tour 80 31t8839.jpg 22KB PhotoStyler Image  11/5/2001 2:37
& Tour 81 £118840.3pg 14K8 PhotoStyler Image  11/5/2001 2:36
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BT o o5 | & Tour 58
© Tour 90 & SarasotaCondo
& Tour 54 2 Tour Elks Idand
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© SarasotaCondo aS B ar e
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- Operation

oggle Left Pane Between Folders and Tasks &
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£1t8836.1pg
$1t8837.1pg
31t88372.109
£]t8837b.10g
£1t8838.pg
£]t8839.pg
£1t8840.pg

size | Type
11K8 PhotoStyler Image
11K8 PhotoStyler Image
208 PhotoStyler Image
25K8 PhotoStyler Image
17K8  PhotoStyler Image
10K8 PhotoStyler Image
17K8 PhotoStyler Image
15K8  PhotoStyler Image
23K PhotoStyler Image
23K8  PhotoStyler Image
21K8  PhotoStyler Image
23K8  PhotoStyler Image
208 PhotoStyler Image
24K8  PhotoStyler Image
11K8 PhotoStyler Image
26K8  PhotoStyler Image
21K8 PhotoStyler Image
26K8  PhotoStyler Image
17K8  PhotoStyler Image
14K8  PhotoStyler Image
16K8  PhotoStyler Image
25K8  PhotoStyler Image
14K8  PhotoStyler Image
28K8 PhotoStyler Image
24K8 PhotoStyler Image
17K8  Photostyler Image
22K8 PhotoStyler Image
19K8  PhotoStyler Image
17K8  PhotoStyler Image
14K8 PhotoStyler Image
16K8 PhotoStyler Image
18K8 PhotoStyler Image
228 PhotoStyler Image
14K8 PhotoStyler Image

:52
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11/5/2001 2:42
11/5/2001 2:42
11/5/2001 2:41

11/5/2001 2:36 ...
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Dimensons: 250 x 315
Size: 13.3 K8

Dote Modfied: Monday,
November 05, 2001, 3:42
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14KB Fhotostyler Image  11/5/2001
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- Operation
Toggle Right Pane Between File Views:

Click Views Button on Tool Bar/ Select:
Thumbnails, Tiles, Icons, List, Detalls

Views Tool Bar

Windows
Explorer




