File Management with Windows 7

What is File Management?

A file is simply a collection of data stored in a way that the computer can read it. Every
command you give to a computer involves using some sort of file. When you start up a word
processing package you are running a program, and you will need to be able to save the
information that you input into a file. Subsequently you may wish to make further changes
so you need to know where to find the saved file, and perhaps you’ll want to print it out or
copy it from a hard disc onto a pen drive/memory stick. We are going to introduce two
options for seeing and organising your files, namely using the Documents folder and Windows
Explorer (simply Explorer, from here on).
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If you are using a computer that is part of a cluster, you may also see an icon o
like this, indicating a networked drive. This means the physical drive has a __.f#
different location from the computer that accesses it.
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The Documents window above shows all the internal and external drives available on a computer.

This is also identified by a letter; on university campus computers, this is usually H, K or M.
Placing the mouse cursor over the drive icon will display drive information. To see the files
stored on a drive, double click on its icon.
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It is important to understand that files you save while logged on to the CSCE on campus or
via CSCE Remote will be stored by default in your Documents library which is in a
network storage area on campus.

You should never attempt to save anything to the C:drive on a CSCE computer. You will not
be able to find it again even when you log on to a CSCE computer. Anything you save to
your Documents library (on your H, K or M drive) will be available to you from any CSCE
machine on campus or via CSCE Remote.
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Storing and Accessing Files

Files can be stored on your computer in two ways. They can be added from another source,
e.g. downloaded from a web site or they can be copied from an external source, such as a disk
or USB pen drive.
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A USB Pen Drive is attached to the USB port of a PC, after which it can be treated
like any other drive on your PC. You can copy files to or from it by simple drag and
drop or by using copy and paste in your Documents folder. iig

When you have finished using the USB Pen Drive, make sure to click on the
Safely remove USB Mass Storage Device option on the Taskbar before removing it.

Files are also stored on your computer when you save a file, for instance when you save text
that you typed in a word processing program.

To save a file click Save on the File tab and in the dialog box that appears type a filename.
Then press Enter or click the dialog box’s Save button.
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When you save a file you should give it a suitable name, typing in the File name box.
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File name: Ancient Briton -

Save as type: ['ﬂurd Document (*.docd) =]

You can save in various formats. We’ll use the example of an MS Word document: here the
default is *.docx (default formats for other applications are discussed later in this document).

Save as type: [Wmd Document (*.doc) v]

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)

Word 97-2003 Template (*.dot)
e T —

XP5 Document (*.xps)
P Single File Web Page (*.mht*.mhtml)

Web Page (*.htm;".html) £

Web Page, Filtered (*.htrm; " html)

Rich Text Format (*.rtf)

Plain Text (* tet)

Authors:

To save in other format, click on the Down-Arrow button by the Save As type box and a list
of file types will be displayed for you to select from.

To open a file click Open on the File tab and in the dialog box that appears search in the
folders for the file, select it and then click Open. The Open dialog window is very much like
the Save window, except that you have an Open button instead of a Save button.
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Different folders can be selected from within the main Documents folder. You open a folder
by double clicking on it — or by clicking on the little arrow symbol (>) beside each folder
displayed in the left hand side panel. Note that in the above image the track to a folder
named British History is shown.
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Finding Files on your Computer

As you save and download files your filestore will grow until you will find it difficult to find
things unless you learn how to search for and organise your files.

The image below shows the contents of an area dedicated to your personal filestore, your
Documents (on your Home drive). Note: there are some extra folders here, created by the
user. We’ll look later at how this is done. Within this area are a number of icons: each icon
represents a different type of object.
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The most common icon you see looks like a paper document wallet, and this
represents a folder into which can go files and other folders.

Now when you select a folder, a large icon appear on the status bar which gives you
more information about it. In this example the folder is empty — the icon tells you
this without opening it.

This icon is also used when your are viewing the contents of a folder (with none of the
contents selected) to indicate you are ‘looking inside’ the folder.

A folder which contains files displays, on the status bar, the icon to the right of
this paragraph. To see the contents of a folder, double click on the folder in the
main window.
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For instance we may look inside the My Essays folder seen in the above image. Here we can
see that there are three files stored within the My Essays folder, and from the icons we can
tell that two are word processed document created with Word and one is a spreadsheet file
created with Excel. Later on we’ll expand on the names given to these files.

@uv . » Libraries » Documents » My Essays
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¢ Favorites Documents library
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|L ] excel_workbookxlsx Title: Add a title Size: 46.6 KB

Microsoft Excel Worksheet Authors: DINNEL

When you select a file within a folder, a large icon appear on the status bar which _
tells you what kind of file it is. In this example the icon on the status bar tells you [L;‘]
that it is an Excel workbook file. You will notice that the icons within the folder =

beside the file names are miniature versions of the large icons shown on the status bar.

You can change how files are displayed by choosing an option from the View menu.

&E| Extra Large Icons
) | € Getti.. ¢ -Introductionto- Documents hd |¢?| Search -Introductionto =] LargeIcons
Organize + Mew folder 4= 3 Medium Icons
| Recent Places  + Mame Date modified
- Small Icons
o ] FileManagementwithWindows.decx 16/10/2012 14:43
. Libraries ——— ] - 7 i List
‘lﬁ Finding Inforation on the web.docx 13/10/2011 12:27 afe
Gl Coursework _— I
- ] Printing.docx 22/03/2011 1508 | =,  E:: Details
j Documents E = ] .. — 3=
= ] Spreadsheets with Excel.decx 23/09/2011 12:34

Here the Details view has been chosen showing a tiny icon and details like Date modified.
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Default view on many computers is Large or Medium icons; some are shown below.

m‘ Word X9 Sl Here are some typical icons you will often come across:

P’*] — these are the icons for the main Microsoft Office file types.

?14 PowerPoint A.t Access If you are unsure what type of file an icon represents,

0 P- select the file and information about it will be shown on the
| Outlook " 4j Publisher status bar alongside the large icon.

Another way of identifying a file is by its extension — in some of the earlier examples above
you will have seen the Excel file has the extension .xIsx and Word files have the extension
.docx which are typical MS Office 2007-2010 application files.

Extensions are used to help recognise the file type (i.e. the sort of data which the file
contains); if the program, which you are using, cannot recognise a file it will not be able to
use the data in it. Files with an extension .exe are usually programs, which you can run,
whilst those with .docx are usually documents created by MS Word.

There are many file types and corresponding extensions. Below is a table of some of the most
common you will come across:

Text files Presentation files Data files Image files
.docx MS Word .ppsx PowerPoint Slide Show Xlsx Microsoft Excel .bmp bitmap image
txt  plain text file .pptx PowerPoint Presentation .accdb Access Database .gif or .jpg Common

.rtf rich text file formats for images

» Libraries » Documents » My Essays

Search My Essays
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Note the buttons at the top of these windows. The Back button allows you to return to @
the previous view — for instance from “My Essays” back to the main Documents

window. The Forward button takes you forward, so you can switch back and forth @
between two areas.

If you click on the little down-arrow beside the

Back or Forward you will see a menu of all the » Libraries » Documents » History »

folders you have viewed recently. v History o
. . i . € Documents

This saves you having to click many times to reach ——— Documents

an earlier folder. — History
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If you are not sure where a file is, using the Search option lets you enter details of a file and
search for it by clicking the spyglass icon. In the example shown below we see a search on
a part of a file name; the file has been found and displayed along with its location.

Organize + Save search Burn £~ O '@'

/¢ Favorites ~ Documents library
Bl Desktop Search Results

4 Downloads

Arrange by:  Date modified ~

4 Earlier this year (1)
@ﬁ Lambeth_Homilies.doc

= Recent Places

- Libraries Size: 50.5 KB
3 Documents Authors: Stuart, ITTS
|| My Documents Y\sesb09.campus.gla.ac.uktscsb_fs_student9\student\ITT10...

. Public Documents
. Bahgat (C)
WY .

Search again in:

|
|
|

You can also check for files created or updated within a certain period by selecting the filter
Date modified.

g Libraries M8 Computer Custom... '_r,élntemet

m

Lambeth datemcdified:
Select a date or date range:
Organize » Save search Burn
~ ) 1 October 2012 4
7 Favorites — Documents libr Mo To We Th Fr Sa Su
M Desktop Search Results 1 2 3 4 5 6 7
4 Downloads 8 9 10fi12 13 1
o 4 Earlier this year (1) 15 16 17 18 19 20 21
&L Recent Places 2 23 24 25 26 21 B
@41 Lambeth_Hon 23 30 31
4 Libraries
3 Documents Along time ago
| My Documents Wl Earlier this year
J Public Documents - Earlier this month
Search again in:
. Bahgat (C: Last k
ahgat (C) = o Libraries M Com 2 .wee.
J‘. Music Earlier this week
| Pictures Yesterday
BE vidane

As you can see from the above illustration you can select a general period (e.g. Earlier this
month) or a specific period by date using the Calendar option.

Empty (0 KE)

QOrganize » Save search Burn Tiny (0 - 10 K8)
& .
.0 Favorites = Documents libr Small (10 - 100 KE)
Bl Desktop Search Results Medium (100 KB - 1 ME)

Large (1 - 16 MB)
4 Today (3) Huge (16 - 128 MB)
Gigantic (>128 MB)

4. Downloads

=l Recent Places

L My Pictures
Wersh(@.camnus.alaacukicrsh fo studentQistudenti T . |

I lihrariec

Another option is Size. You wouldn’t use this when searching for a specific file. But if you,
for instance, were clearing out old files to make space you might want to see the biggest files.
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Getting rid of the larger files that were no longer wanted would create the most space.

What if you are looking for a file from months ago and although you know it’s subject/topic
you can’t remember what it was named? To be sure of finding such files you need to keep
your folders organised. This is done using the options found in the Organize menu.

Organising your files

It is up to you to decide how to organise your files, just as you would do if you
were putting paper documents into folders, which are stored in a filing cabinet.
The cabinet drawers will be labelled in some way to help you find a file quickly.
Similarly in your computer storage you should store work for a particular topic in
an appropriately named folder.

Keeping your work organised is best done using the Documents window options. Before
doing anything with a file or folder you must select it by clicking on it once with the mouse.
On the bar above the panel displaying the folders and files buttons are a number of Option
buttons and menus (some of which are only active if a file is selected). The most important
for our purposes are Organise~, Burn and New Folder.

Organize v iw; Open ~ Sync v Print E-mail Burn Work offline New folder

2

| & Cut Name Datf modified
z Copy
E] Paste

Undo

Redo

¥ History of English Scripts.doc 3/12/2010 10:45
1 | ambethHomilies.doc 11/01/2011 15:51

Select all

[] Layout »
Folder and search options

/< Delete
Rename
Remove properties

Properties

Close

We’ll look first at the New folder option that allows you to create a new folder wherever and
whenever you want.

TO add neW fOIders, CIiCk On the NeW @Qv| . v Libraries » Documents 3 - | ¢?| | Search Hi
folder button in the Documents window. Organize v Sharewith +  Bum \ New folder {
. o X Favorites 'S Doc ‘enTIF— ea n:&»v‘, empty folder.
. 02/06/2012 13:26 B Desktop History
. . “g’ Downloads Mame Date mccﬁfiecl
The new folder appears with its default Bl Recent Places  15th Continy 02/06/2012 1313
name selected: overtype this to rename it. i Libraries § 20th Century 02/06/2012 1514
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E |

G(\j_(‘ « History » Britich History

e ——
l Organize v

Note: when you Save a file you can also create a new
folder for it at the same time. Then you save directly into
the new folder.

New folder

Folders can be nested in a hierarchical arrangement, so that top-level folders can contain sub-
folders, and so on down to individual files. This helps you find things and it also keeps related
material together.

Keep your files organised and use sensible names for

them — if you don’t do this you may have trouble e E?\ Open folders
finding files you want later on. All your work files | E’?‘x
should be held in your Documents folder but within  Closed folder File (Document)

it you should create new folders to place files into
and organise them.

In the example shown here, a student has created a folder in their Documents folder, named
History.

3 Documents
-, Music
| Pictures

B videos

3 Documents Research

-, Music
(=] Pictures

E Videos

m

@@v| v Libraries » Documents \§ History » v|"’| Searcl =
®Uv| <« History » 20th Century » British » - |&,|| Searct
Organize = Share with = Burn Mew folder R R
Organize » Share with « Burn MNew folder
0 Favorites EOCU ments library S B Documents library
Bl Desktop istory B Desktop British
-
% Downloads Name Date modified & Downloads . Date mccﬁfiecl
| Recent Places N 55| Recent Places
19th Century 02/06/2012 13:1 Essays
02/06/2012 13
4 Libraries 20th Century LT 9 Libraries Reports

Inside this folder are sub- folders representing different aspects of the main subject.
Remember: you should give files suitable names too, for instance don’t just name your file,

e.g. essayl name it History essayl semester2.

We’ll look now at the Organise~, menu which allows you to Delete, Rename, Move or
Copy afile. The Undo and Redo options are in this menu as well.

To Delete a folder:

e Check there are no files you wish to keep in the folder.
e If there are any files you wish to keep, and you still wish to delete the folder, move
these files to another folder.
e Select the folder you want to delete then select Delete from the Organize™ menu
(or click the delete key on the keyboard).
e Confirm that you want the folder deleted by clicking on Yes. This moves the folder,
and any contents, to the Recycle Bin.

Remember that the Recycle Bin is a holding place for deleted files and that these
files are not actually deleted from the computer until you empty the
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Recycle Bin. (To do this double-click the Recycle Bin icon, and select Empty
Recycle Bin from the File menu.)

This means that you can get back folders that you have accidentally deleted. However if you
need to free up disc space the Recycle Bin should be cleared out from time to time.

To copy afile:
e Select the file you want to copy.
e Select Copy from the Organize~ menu.
e Choose and open the folder where you want to place the copy.
o You also have the option of creating a new folder to store the copy:
o Simply click the New folder button.
o Give the new folder a name and press the Return key. Open the new folder.
e Select Paste from the Organize~ menu. The file will be copied into the folder.

You can Move files in a similar fashion

To Move afile:
e Select the file you want to move.
e Select Cut from the Organize~ menu.
e Choose and open the folder where you want to place the file.
o You also have the option of creating a new folder to store the copy:
o Simply click the New folder button.
o Give the new folder a name and press the Return key. Open the new folder.
e Select Paste from the Organize~™ menu. The file will be moved into the folder.

To rename a file, select it in the Documents window and choose Rename from the
Organize™ menu.

The file name will be highlighted and you simply type over it 1] SMcP_Spreadsheet_Excel 2007.doc
with the new name you want to give it. Remember to keep the i lexcel worksheetsTE
same extension for the file name! 2 How to Customize Your Computer

If you copy files, create suitable names for the copies, so that you can tell them apart easily.
But don’t change extensions or the application with which the file was created will not be
able to read it any more.

To delete a file, select it by clicking on its name and then choose Delete from the Organize~
menu or click on the Delete key. If you mistakenly delete a file, you can retrieve it by
choosing Undo from the Organize™ menu. Alternatively, you can open the Recycle Bin
and select the file you wish to retrieve, then click on the Restore button.
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Portable Storage Media

PCs allow you to save data to different types of portable storage medium, which allow

you to transfer files between computers which are not connected by a network: e.g.

transfer files between your home computer and one on campus. Some PCs in the university
clusters allow you to write to an R/W CD or DVD. CDs can hold as much as 750 megabytes
of data and DVDs from 4.5 Gigabytes of data and upwards.

Another storage medium is the USB Pen drive (also known as memory stick, flash drive,
etc.) which can hold from 1 Gigabytes of data up to 256 Gigabytes. These can be used with
any PC that has a USB port. These can hold more memory than a DVD and are more
durable; on the other hand they are easy to lose and can present security problems.

Read/Write CD
You can save files to a writeable CD by copying using your Documents window or Windows
Explorer. (Right-click on the Start button and choose Open Windows Explorer).

To begin the process, insert your CD into the D: drive and open the Documents
window or Windows Explorer to access the files you want to copy. Burn

Select the files and then click the Burn button.

Mame Date medified Type

4 Files Currently on the Disc (1)
Material 20/05/2003 15:22 File folder
4 Files Ready to Be Written to the Disc (2)

[ History 19/10/201211:49 File folder
desktop.ini 19/10/201211:49 Configuration sett...

The D: drive will be shown and temporary copies of the files to be burned will be displayed.
Click Burn and the following window will appear.

T . -
———

u \— Burn to Disc

Prepare this disc
Disc title:

030520 1521

Recording speed:

e A

New files being burned to the disc will replace any files already on the disc if they have the
same name,

[ Close the wizard after the files have been burned

Cancel

Click Next and the burning process will begin. When finished, don’t forget to remove the
CD from the PC — especially if you’re using a Campus PC!
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Examining and Running Files

A s Medium Icons

The way in which the files and folders are presented to you, and the

amount of information given about them, can be changed. =[] (&

2 Small Icons

i List

To do this, select the View menu and choose from Large Icons, ’ :I” ks
Medium Icons, Small Icons, List or Details. The Details option will :
display the name, size, type and the date that the file was last modified.

3= Content

o = e |
» Libraries » Documents » History » British History v [ 5 m Search British Histor o

Organize v Sync v Burn Work offline New folder =~ [l @

¢ Favorites Documents library e

Arrange by: Folder ¥

B Desktop 2-+ich History

% Downloads Name Date ITWC(;\fIFf‘ Type Size

| Recent Places

ambethHomilies.doc 11/01/2011 15:51 Microsoft Office ... 51 KB

=3 Libraries M_] History of English Scripts.doc 13/12/2010 10:45 licrosc ice 44 KB

2 Dot Clicking on any of these headings (at the top of the section of the window
& My Documents displaying the folders/files) will arrange them in a suitable order — e.g. clicking

‘ =) Coursework
PublicDocuments | 5y Name orders alphabetically, on Date Modified by date, etc.

Knowing when it was last used helps you identify the latest version of a document of which
you may have multiple copies as backups, all with rather similar names.

A file can be run straight from the My Computer or Explorer window. You can do this by
double-clicking on it or by right-clicking and selecting Open. If the file is a program
(usually with an .exe extension) it will run. If it is a data file, such as a word processing
document, it will open the application it needs, then open itself. This will only happen
successfully if the application is already on your computer. Thus, double-clicking on a word
processing file will only open the file if you already have the word processing software
installed.

Some files will already be pre-set to open this way, but sometimes you may wish to open
other file types. To do this, first click on the file you wish to open, then select Open With
from the File menu and select the appropriate application from the list displayed. You
should make sure the Always use this program to open this file box is ticked if you expect
to be using this file type regularly.

Backing up Files

Backing up files is very important. Even though computers nowadays are very reliable,
accidents can occur - and human error is always possible. You should always keep a backup
of any file you create. When working on a file, you should back up at regular intervals so
that, if anything goes wrong, you will only have lost a few changes.

At university if you store files on a networked file server, which you will do when you save
to Documents on a campus networked PC, backups will automatically happen at regular
intervals. So if you do accidentally delete files they may be able to retrieve copies from
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routine backup servers.

You can’t depend totally on the network back up, however. Back-ups are made regularly
throughout the day but there might be a system failure just before a back-up is due and you
could easily lose as much as an hour’s work — if you haven’t been making your own regular
backups. Make more than one backup of files that are important, and keep them in different
places. And, if you back up to portable storage (e.g. disc or USB pen drive) don’t forget to
remove it from the PC and put it in safe place.
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