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How to Save and Find Files for the Work That You Do
The Network storage system consists of folders within folders that can be drawn like this:
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Organizing Files on the BSD Network

1. Double click on 

My Computer 

on your desktop   

2. Select your H drive
3. Select your personal folder




4. To create folders, select File 

and choose New…Folder.







5. Where “New Folder” is highlighted, type in the name TechConnect, press Enter, and then double click on the folder to open it.


6. In your Tech Connect folder, create a new folder and type the name of one of the application modules in Technology Connections.  

· Repeat to create folders for each of the modules 

· Use the name of the application, if you wish (example: the Excel program for the spreadsheet module)

Working with Folders and Files 

1. Experiment with how you view folders and files—using the View dropdown menu:

· List view generally includes the full text of file names (Illustrations in this guide show the List view)
· Thumbnails view is helpful when your folder contains image files, which you see as small pictures

· Icons view shows larger objects—each takes up more space in your window

· Details view gives you information such as file size and date of last modification

· Click Refresh when you have made changes to your files and want to return to default order, usually alphabetic

2. Renaming folders and files:

· Right click on the folder you want to rename.

· Choose Rename from the dropdown menu

· Type in the new name and press enter

· Other options in the dropdown menu include:

· Copy

· Delete – always be careful and thoughtful about what you delete!
· Properties – gives you size and content information

· When you rename a file, be sure to keep the correct file extension, or the file won’t open.

· Each software application has a unique extension. Examples: 




3. Arranging windows on your desktop

· A window displays the contents of a folder

· You can have more than one window open at the same time  

· To move a window:

· Place the mouse pointer in the title bar—it turns blue when the window is active—click and hold while you drag the window 

· Release mouse button to drop the window in place

· To resize a window (larger or smaller):

· Place the mouse pointer over a window border

· When a double-pointed arrow appears, click, hold, and pull in or out

· If you pull the arrow at a corner, two sides of the window will move

· Notice the side-by-side open windows in the following section illustration

4. Moving folders and files 



· 
· 


5. Additional tips

· To keep your file in its original folder and place a copy of the file in another folder, hold down the Control key while dragging the file.

· If the destination folder is on a different Network drive, Windows will automatically make a copy of the file you’re moving—look for the + indicator for confirmation.

TechConnect





Word





Excel





My Documents





Career





What goes where?  





Where did I put my assignment??





Your H drive folder





Folder - Tech Connections 





Sub-folders - modules 





Files - your assignments and projects





.doc





.xls





.xls





.doc





1. When you click on a file and drag it, you can drop it in a different folder








DO NOT delete files with .pab and .pst extensions





Note:





Word -- .doc


Excel -- .xls


Publisher -- .pub


And so forth





2. When you drag the file over a folder, the folder will be highlighted





3. Release the mouse button and the file you’re moving will drop into the highlighted folder





4. Don’t release the mouse button unless the correct destination folder is highlighted!











The + shows that you’re moving a copy of the file.  If you do not see a plus, then you’re moving the file from its original place to another location.
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