Windows, Files & Folders
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Intro to Windows, Folders & Files 
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             Using your mouse
	
	

	You use the mouse to control a pointer on the screen. The pointer works like a finger allowing you to choose options, and like a hand allowing you to move or open things.

.
	· Drag & drop : to pick up an object, press and hold down the left mouse button. Move the object to where you want it and let go of the button to drop the object in place.

· Right mouse button : this has special functions which are like ‘shortcut’ options. These are displayed when you press the right mouse button and vary with different programs
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	· Move the mouse around on the desk and notice how the pointer on the screen follows the same pattern.
	Double click : to open a program or document (file), you need to double-click on the object. 
	[image: image11.jpg]



	

	
	· Select an object : to select an object on screen simply move the pointer on to the object and click the left mouse button.
	To double click you have to press the left mouse button twice in quick succession.
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Windows 

A window can be produced by the Operating system or an Application. In both cases, there will be common elements. These elements can be customised by the user, eg. Change the size of a window, to suit their own preferences. 
Below is a typical window :
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Most of these elements are self explanatory, but some elements will be covered in detail in the following notes / exercises.

Any button can be activated by clicking on it.


To resize a window :

Click on the Maximise button to view a smaller window. Click on any corner of the window and drag the corner to a new position.


To Minimise a window :

Click on the Minimise button and the window will disappear but the button will now be displayed in the taskbar. Click on the taskbar button to re-display your window. Note: the taskbar is at the bottom of the screen and includes the Start button. [image: image2.png]My Documents
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Files and Folders


When you carry out work at the computer apart from customising windows or moving/tidying up files, you will need to use application software. Each application, eg. Word Processing enables you to create or modify a document, which needs to be saved on the hard disk. Information saved in this way is called a file. There are many different types of files.

Each file type will finish with a 3 letter code, preceded by a . (dot). Eg .doc – Microsoft Word file, .

(  Find out the 3 letter codes for common file types.   (http://newbieclub.com/files/?windowstips)

Folders are storage places for these files. You can put files into appropriate folders and it makes it easier to find them. It can help avoid losing files. If you save all your files in the same folder, there is a danger of using the same name more than once. This would result in the loss of the original file, with the same name.



To Display the contents of a folder

.

Eg. Display the contents of the folder  BERA  


Double-click on
and you will see the contents :-
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To View the details of a Folder

All you need to do is right-click on the folder you require, then click properties


Eg right-click on BERA would give 


Click on properties and you will see :-



To Create a New Folder


Click on File

Click on New
   Folder 


You will see :- 

Type in a name for your New folder eg. Letters 

Press Enter and your new folder will be created.

Note: The New Folder option can also be obtained with a mouse right-click.


To Rename a Folder or File

Right-click on the folder or file. Click Rename. Type in the new name and press Enter.


To Delete a Folder or File

Right-click on the folder or file. Click Delete and press Enter.


To Copy a Folder or File

Right-click on the folder or file. Click Copy. Move to the folder that you want to Copy the folder or file to.  Right-click and click on the Paste option.


To Move a Folder or File

Right-click on the folder or file. Click Cut. Move to the folder that you want to Move the folder or file to.  Right-click and click on the Paste option.


Files, Folders and Disks
You will need a Floppy disk or your Pen drive. Insert your floppy disk / pen drive correctly

1. Format your floppy disk (not required for pen drive)

2. Create two new folders on your disk/drive. Name the folders ECDL and


 Backup files

3. Create the following folder structure within the Backup files folder


4. Identify 10 files in your My Documents which are under 100 Kilobytes in size. Copy them to the folder - Backup files
5. Move any Word files to WP files; Move any Excel files to WP files; Move any Multimedia files to Multimedia
6. Create a table in MS Word as follows :-

	Enter your Name 
	

	No. of files in Backup files
	

	No. of files in WP files
	

	No. of files in Spreadsheet files
	

	No. of files in Multimedia
	


7. Complete the table and Centre align the entries in column 2. Create and complete another table for all the three letter codes that you found for common file types, eg. .jpg – JPEG graphics file

8. Save the document as File_table in the WP files folder


9. Print 1 copy of the document and Close the application 

Remove floppy disk/pen drive


Windows Activity Sheet



1. What is meant by a window?

2. Below is a typical window : Identify parts 1 – 7. 
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3. How is a button activated? 

4. Describe how to carry out the following:

To resize a window :


To Minimise a window :

5. What is a file?

Minimise button





4.





5. 





Title bar





Menu bar





Toolbars





Close button





Maximise / Restore button





Status bar





Folders and files, if any exist, will appear here.


There is none in this folder.





Pathname for folder





An example of a Hard disk - C:\ -  organised into different folders.





You can now access any of the files or folders that are displayed.





This provides information on the amount of storage used, the no. of folders & files, and the attributes of the file.





This appears in the taskbar notification area





Note: Before removing pen drive –


Click on the Safely Remove Hardware icon


You are notified when it is safe to remove





1. 





2.





6.





3.





Pathname for folder





Folders and files, if any exist, will appear here.


There is none in this folder.





7. 





To view the details of a Folder :








Windows_F&F2 



 



6/17/2009

