Chapter 6 - Using My Computer and Windows Explorer

Additional Activities

6.3 e Activity e Customizing and Viewing Folders in

Windows Explorer/My Computer

Click Start. Point to All Programs.
Point to Accessories. Click Windows
Explorer.

Click on My Computer.

Click View on the Menu Bar. Click
Icons. (Explorer looks the same as My
Computer except the left pane shows
the hierarchy of the disk.)

Open My Computer, click Folders on
the Navigation bar. (When you clicked
Folders in My Computer, it looks
exactly like Windows Explorer except
that My Computer opens with My
Computer as the default location and
Windows Explorer opened with My
Documents as the default location.)
Close the My Computer window.

In the My Documents window, click the
My Computer icon. Click the C: drive
icon.

Scroll down on the left pane (folder
pane) until you locate the XPROData
folder and click on the icon (not the
plus or minus sign)

Right click on the Data folder in the
right pane. Click Properties. Click the
Customize tab.
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DATA Properties

General | Sharing | Customize

‘what kind of folder do you want?
e Inthe Customize tab you have three options: wae Slate:
Use this folder type as a template, Folder [ o ey this terplates o o sublocers
pictures, and Folder icons. e e i
* When choosing a template you apply specific b o e o
features to your folders. Click several of the
choices to see the results. Click Documents
(for any file type) when finished. S
e Click Choose Picture in Folder pictures section. For lyiws cvcep Trmbnsi,yu can ohange the standar

e Click the Up one level button. 2
\ [ oK ] [ Carvcel ]

Look in: | () DATA v & 2P =

e Double-click the PIX folder. Click books.wmf. Click Open.
e Click OK in the Properties sheef. ~pr— ——
e Click View on the Menu bar. Click Be it uew Fawies Dokt 2

Thumbnails. L Inal > M- AP =K oy

Folders x i
D My Docurnents -~ s
B My Computer m
. . ) % HPNOTEBOOK (C:)
L4 nghT'Cth DGTG @ CISLO6WiNKP

[ [ pMI

° cl ic k PropertieS. I2) Documents and Settings

15 Golives.0 Stuff
CIHP

e Click the Customize tab. saw - -
. 1) Install Quicken Mew User Edition 2002 ‘/} ./J
e Click Restore Default. S uron s

I3 Program Dowrloads

° CI ic k OK ) Pragram Fis FUNSTUFF LEVEL-L

1) Schoal
1) setupdix
1) vB4Docs

122 vBDoCs = (=)
1) welcome ‘// ‘/I
1) WINDOWS
152 Winxp
[ XPROData MEDTA MUSIC
b DVDICD-RW Drive (Dt)
&

e Right-click Data. Click Properties. i - -
Click the Customize tab. Click Choose Picture.

e In the File name text box, key in
%SYSTCH’\I"OOT%\SYSTEM32\5HELL32.C”| Select an ican From the list below:

e Click OK. Click Change Icon. (You have opened J P D,
the file that holds the standard icons for 2 ﬂiﬁ’(“ﬂ W,

Windows-shell32.dll).
\g:ﬁ "Z, 3-%:! f) @ E

e Choose the standard folder icon. = 7 =
e Click OK. Click OK. =) SO L (D] O

e This changes your window back to the default
fo'der!. [ Restore Defaulks ] [ OF ] [ Cancel ]

H Falders
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6.5

Folder views

.

® Activity ® Moving Around the Windows Explorer Tree

Pane

File Edit | Yiew Favaorites Tools  Help

Click Start. Point to All Programs. Point to Qeeck o, ’ ‘l_i
Accessories. Click Windows Explorer. S van N
Click on My Computer in the folder pane (left pane). |[(@ pestop ~ Thumbnais
Click on the XPROData folder icon to select it. (If Sy ;rc”;js

Explarer Bar 3

= _J My &
XPROData is on another drive, you will have to = ‘:”!
. -
select that dr'lve.) “— Arrange Icons by 3
. . . .
Click the View menu and click List. ©C Choose Detas...
C Customize This Falder...
“-: Go To »
= Refresh 2
=
D

My Music

1

Click Tools on the menu bar. Click Folder _ __ —
. . . Folder Options E|E\
Options. Click the View tab. sl Voo | i Toes

Click Apply to All Folders button. Foldr verss _ _
e *t'ou can apply the view [such as Details or Tiles] that
you W|” See the dlalog box below. you are uging for this folder to all folders.

| Apply to All Folders | [ Beset 4l Folders

Advanced settings:

Set all the folders on vour computer to match the current Folder's view settings {except for toolbars and Folder |2 Files and Folders A
tasks)? Automatically search for network folders and printers
Changes will occur the next time wou open them, Display file size infarmation in falder tips
Display simple folder view in Explorer's Folders list
Yes | [ Mo [] Display the conterts of syster folders

= Dizplay the full path in the address bar

Display the full path in the title bar
[] Do nat cache thumbnails
) Hidden files and folders
(%) Do not show hidden files and folders

Click Yes to set all the folders on your computer ] i e e e s .
to match the current folder's view settings.

Click No to cancel.

Return to the Windows Explorer window
Notice the plus (+) and minus (-) signs
next to the folders in the folders pane
(Ieff pane)- File Edit Wiew Favarites Iﬁnls Help
Clicking the folder will expand the folder % = ([T s ‘il--- Folders

-

and display it contents in the right pane. ok = ==
. Welcome ~
The + sign means that the folder may be B2 WINDOWS ngSETTFF
expanded (there are subfolders inside) f e C)MEDIA
The - sign means that the folder is L DVDICD-RW Drive (D) e
I Shared Docurnments
expanded~ I~ Oviner's Documents D5PORTS

No sign next to a folder means that there are no folders beneath it.
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& C:\XPROData

File Edit Wiew Favorites  Tools  Help

O Back - P | ir /._\: Search =

Folders

Click the Data folder. It does not have a

sign next to it. There are no folders in % ) Welcome
. H ) WINDOWS
'1'. + ) WinxP
=SR] PRODaka
|2 CLASSES
I DATA
+ | ) FUMSTUFF
+ | ) LEWEL-1
+ | ) MEDIA
I MusIC
I PIX
[5) SPORTS
I TEST
T WIIAE
Click the plus sign next to Funstuff. It displays Sl ] Fr oDt
the folders in it. These folders, however, are g E;ﬁSES
not parent folders (no folders in it). 2 3 FUNSTUFF
I3 BOGE
) HamG2
I MATCH3Z

+ [ I FuE A

Folders

Click the plus sign next to Level-1. - ReTEs
The hierarchical tree in the folder pane shows 3 iy

that Level-2 has the Level-3 folder beneath it. = (LD FUNSTUFF

. . ) BOG2
Level-3 has no sign, it cannot be expanded ) HAnG2

because there are no folders beneath it. i Jﬁ;ﬁ:CHSZ
= ) LEVEL-Z
| LENEL-3
# [5) MEDIA
[ MUSIC

OPENING MORE THAN ONE FOLDER WINDOW

Advantages of using graphical interface to manage files/folders.
See multiple files/folders at same time.

Compare contents of files/folders on same or different disk drives.
Analyze organizational scheme.

Manipulate folders/files from one directory window to another.

To see multiple folders (with their files) - launch multiple copies of
Explorer.

Open windows can be tiled/cascaded.
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6.7 e Activity e Using Multiple Copies of Windows Explorer

and My

Computer

Toolbars

Adjust Dake)Time
Cuskomize Motifications. .

Cascade Windows

Tile Windows Horizontally
Tile Windows Yertically
Shiow the Deskiop

IUndo Tile

o Click Start. Point to All Programs. Point to
Accessories. Click Windows Explorer.

e Click Start. Point to All Programs. Point to
Accessories. Click Windows Explorer to open a
second copy of Explorer.

e Right-click on the Taskbar.

e Click Tile Windows Horizontally.

B My Documents
Fle Ldt vew Favaies Tosk  Heo
> D - ¥ e | reoes | (D)
Feldars X .
[ F A &
A Adebe

2 B2 2 D

PathClats  MyeBocke  MyMasik  MyPitues  NewFokde  Viusllasion0

Task Manager

Lock the Taskbar
Propetties

o

=)

L J
= L) My Documets ashitass
) ke
# 3 MlashClass
3 My eBocks
2 vy v
W 2 My Ptures
& 3 Now Foder
3 Wmsalaried 0
i § My Compuer
il W My Miskwor Flaces
& Recyde Sin
() Bedobmserobut Tutoris
i () Against The Clack.

=/

MreBocks  MyMuask  MyPchwes  MewFolder  VisualBasks0

L] &
4

L o

In the upper window, click
My Computer in the left
pane. Click Drive C:. Click
XPROData.

In the lower window, click
My Computer in the left
pane. Click Drive C:. Click
XPROData. Click Level-1.
This allows you to look at
several drives at the same
time.

Close all Explorer windows.
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6.11 e Activity e® Using My Computer and Windows Explorer
a

to Add a Drive to

e Right-click the Start button.
e Click Explore All Users.

e Click the minus sign in front of All
Users.

e Click the plus sign in front of Owner
or Logged On User name.

e Scroll down until you find SendTo
and click on it.

e Right-click on a blank area of the
contents pane.

e Point to New and click Shortcut.

e Click Browse in the Create Shortcut
dialog box.

e Inthe Browse for folder dialog box, click

the plus sign in front of My Computer.
Click on your A Drive. Click OK.

e Click on XPROData in the Explorer
window.

» Right-click on any file on the content pane.
e Point to Send To. You should see a shortcut

To your A Drive.
e Close all windows.
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This wizard helps you to create shortcuts to local or
netwark programs, files, folders, computers, or Internet
addresses.
Type the lacation of the item:
Click Mesck ko continue.

Browse For Folder E| E|

Select the target of the shortcut below:

@ Deskkop 6
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