Wofford Network
L esson NO4: Managing Windows Files and Folders

In this lesson you will learn to:

o Storefiles on the campus network attached storage (the H: drive)
Navigate through folders with Windows Explorer.

View and sort files within folders.
Create and rename folders.

Move files between folders.

Deletefiles

This lesson assumes that you have worked on the Connecting to the Network Lesson. I f you are

running Windows XP, you must have the Professional version rather than the Home

version to use our network storage.

Information that computers useis stored in files —for example, word processing documents,

sounds, pictures, and programs. Because hard drives contain many thousands of files, we must
store them in alogical and organized fashion. Microsoft Windows stores related files in groups

called folders. One folder might hold your word processor documents and another your

spreadsheet files, for example, like manilafoldersin filing cabinets. This|lesson describes how
you can manage the storage of files on the Wofford campus network. The first three pages of this
lesson are an introduction to the Wofford network. Instructions for using the network start on

page 4.

The Wofford Network

The Wofford network
extends over the entire
campus. The servers and
storage devices that feed the
network reside in the
Computer Center in the Olin
Building. A few of these
servers and other devices are
represented in this schematic
diagram.
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o Exchange Servers are the messaging servers for the campus. The Microsoft Exchange

messaging software (including email) resides on these two computers. Students have 10

MB of storage and faculty/staff have 30 MB of storage on these servers for their email.

e Web Serversfurnish programs for the World Wide Web. Thisincludes Outlook Web
Access, an email and messaging software program that will allow you to check your
email on campus, at home, or anywhere in the world where an Internet browser is
available. The persona web page storage space quota for studentsis5 MB and faculty/

staff is 15 MB.

e Network Attached Storageisacomputer with avery large set of hard disk drivesthat is

devoted to file storage. We refer to this storage as the NAS (“Nazz”). If you are logged

on to the network domain from any on-campus computer connected to the network, you

have access to the files stored in your directory on the NAS. Although the NAS has a
high storage capacity, it is not unlimited, so we have set limits (quotas) on each user’s
personal storage space. The quota for studentsis 100 MB and faculty/staff is 200 MB.

e Tape Backup automatically backs up all the servers and the NAS daily.

Strategiesfor Using Your Space on the Network Attached Storage (NAS)

How you use your storage space on the NAS will depend on your need for mobility and space for

of file storage. Here are afew suggestions:

1. Storage of filesthat you will use on mor e than one computer connected to the campus

network.

An important advantage of storage in your
NAS space is mobility. If you log on to
any computer connected to the campus
network, you will have accessto files
stored in your space on the NAS.

If you are working on PowerPoint lectures
in your office or the Olin computer |ab, you
can save thefilesin your NAS space. Later
when you log on to the network from
another computer (e.g., in aclassroom or a
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residence hall room), you will be able to retrieve the files. Y ou will not need to carry them to the

classroom on afloppy or Zip disk.

At the present, NAS storage space is not accessible from off-campus.
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2. Backup of filesfor disaster recovery

The NAS is backed up every night. The backup tapes are stored in another building and
transferred for storage in an off-site facility once aweek. In the event of a disaster, such asafire
in one of the buildings, files stored on the NAS will be secure. We recommend that you back up
important filesto H: drive on your local computer, which in reality backs them up on the NAS.
In the event of adisaster in your building, we will be able to restore these files.

3. Archival storage

If you do not work with large files then you could leave your backup filesin your NAS space
after you have finished with them. There are quotas on NAS storage space (100 MB for students
and 200 MB for faculty/staff), so this strategy will only work if your file storage requirements
are not large. If you do fill up your NAS space, you easily can move files to folders on the local
hard disk (the c: drive) of your desktop computer.

Using Network Storage Effectively

Y ou have much more storage space allotted on the NAS than on our previous system (2 MB) and
filesare MUCH easier to move around on the new system. Your NAS quotais not aslargeasa
computer’slocal hard drive, though. Y ou probably will find it necessary to manage the files you
have stored on the network and clean up your network storage space every now and then by
deleting files or moving them to alocal drive. If you work with large files, it may be best to store
only your most recent or your most important work in your NAS space.

Storage on the NAS is convenient because it is centralized and hence available from anywhere
connected to the network. The NAS aso carries with it the problems inherent in centralized
storage —in particular, the loss of service when there is a network outage. We will make every
effort to minimize the number of network outages, but Murphy’slaw guarantees that if one does
occur, it will be at the absolute worst time for you. We recommend that you do not use the NAS
as the only place you store your files (in other words, PC users should not use My Documents as
the only place they save their files). Either use the NAS as primary storage and back the files up
on your PC or use your PC as primary storage. If, perish the thought, the network does go down
you still will be able to use your computer, so if you have copies of your files stored on your
computer you will be able to function without the network.

A potential problem for Windows usersis slow log on/ log off when connecting to the network.
One of the good points of the new network is that users can log on their network account from
different campus machines and still see the same desktop, shortcuts, etc. Thisis possible because
acopy of your desktop is stored on the server and accessed each time you log on. If you store
large files on your desktop, don't empty your recycle bin, or otherwise increase the size of your
desktop, your log on and log off process can slow dramatically because there is so much
information being loaded from the server. Keeping your desktop clean and your recycle bin
empty will aleviate this problem.
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TheH: Drive

Log on to your account on the network using your own username and password.
Double-click on the My Computer icon on your computer’s desktop.

by Computer
Thiswill display the My B3 My Computer —
Computer W| ndOW |f the FOI ders File Edit ‘“iew Favorites Tools  Help |ﬁ
view (the eft side of the ol > - 6] Qe Groirs |3 & B X o0 | B
illustration), is not showing, click | A== I&m e -l P

on the Foldersicon. k;j'iktp N1 =2 & B

-5 My Documents 3% Floppy  Local Disk (C:) Compact Disc Compact Disc
E@, Iy Camputer () &)
-- W 315 Floppy (a:)
"EI Local Disk (1) % % .
"@ Compact Disc () Removable Lzeriv st Control Panel
r@ Compact Disc (E:) Disk (F:) on 'nasist... |on 'waofford. ..
[+-{=) Removable Disk (F:
When you are Iogged on to the [ 52 UserlM an ‘nasistaff' (H:)
network doma| n your NAS Space [+-=2 UserlMon "woFford. nbydrstiebs' (W)
. ! . . (3 Control Panel
ismapped asthe H: drivein the 51 B Wy Nebwork Places
Foldersview inthe My Computer | - 3 Recyle tin
| A& Tnternet Explorer
WI ndOW 5 obiect(s) ._ |@. Iy Computer v
There also isanicon for your NAS storage space on the right side of the My =2
Computer window. Userii
on 'nasst...
Double-click onthe H: driveinthe  Eye=rrrpweem _iolx]
folder list or onthe NASiconto Fle Edit View Favorites Tooks Help ﬁ
display the contents of the NAS Coxk - = - (G| Bsearch [Eroers 050 X 00| E-
Address |2 UserlM on ‘naststaff' (H:) j @GD
storage !
age. Folders x D D D
m Desktop -
You probably will see three folders I@ i REs e Hyee
that you can use to store pictures, =l 9% Flogy ()
. . . = Local Disk (C:)
web page files, and music files. -5} Compact Dsc (0:)
@ Compack Disc {E:)
I -{=J Removable Disk {F:)
E| % Uszerl on 'nasistaff' {H:)
(=R | My Pictures
L1 My Webs
+ {:I By husic
H-52 UseriM on 'wofford.intdfsiwebs' (W)
&-{=] Cantral Panel Jlisd
[H-EE My Metwork Places
----- 1% Recycle Bin
<|£ Internet Explorer ILlLI
|Type: Office Data File Size: 32.0 KB 32.0 KB Local intranet A
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Saving Fileson the NAS

Y ou can save files to folders on the NAS in the same way that you save filesto

folders on your hard drive. As an example, open Microsoft Word by clicking on
the Word Icon on the desktop. Y ou may need to drag the My Computer window Micrasolt
aside to see theicon. Wwiord

Although you may typein sometext if you desire, all you ElREEIra EEIRILT
need to do is save the document. Choose File, Save As. . i JEdt Yiew Insert Format Teoks Tsble Window Help

from the top Microsoft Word menu. = ik Bo|o- e
Open, . ChH+C ’—: =
- lose 712'31g|§5

Save CrH5

|

=
In the Save As window that opens up, click on the triangle
by the “ Save In:” box to drop down awindow showing the | & er... Chriep
various drives and folders that are available.

Save in:

e (6] Desktap b

o
4

€

i Document3 - Microsoft W

Choosethe H: drive from thelist.

J File Edit View Insert Format T at Wi Help
_ IDEEH28Ry|imad | o-o-|a
Inthe“File name:” text box enter [Womd Tieshewkonm » 12 < | B Z U = =
TestWordFile as the file name for the
document.
. . ave N 5 UserlMon ‘nas\staff' (H:) * ﬁf EH - Tools -
Click on Saveto savethefile. : @?}séfp ey | Rl =
A
=3 Local Disk {C:)
g Compack Disc ED:))
Compack Disc (E:
We need at least three different Word o
f||eS|nth|S|eS&)n, S)WeW”l %\/ethe £y My Documents
Word document two more times with =
different names. Choose File, Save T'?[”;ZE?;T“S
As again from the Word menu and e
save the fi |e aga| n, th| S t| me W|th the Flepome:  [TestordFie x| B save I
name b TestWordF| | e2_” Save as type: [word Document a cancel

Do thisagain, saving thefile as“ TestWordFile3.”
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Close Microsoft Word by clicking on the Close Window icon in the upper right corner of

the window.

(B ]

Viewing Folder and File Details

If it is not open, display the My Computer window as in the previous section of this
lesson and view the contents of the H: drive. To obtain the fullest view of the My
Computer window, you can click on the M aximize button in the upper right corner

of the window.

Y ou can see more detailed information about files and foldersin the
right side of the My Computers window by selecting View, Details

from the top menu.

Maximize

Minimize

EY My Documents

| File Edit | View Favortes Took He

Thiswill display the name, size, type, and last modification date for the

Toolbars »
v Statuz Bar
Explorer Bar 3

Large |cons
Small lcong
List

Details

Thurnbnails:

Amrange |cons 3
Line i lcaons

Choose Columns...
LCustamize This Falder. ..

files and folders. Y ou should see the three Word files you have created g To »
- - Befresh
among the files and folders on the list. =
[EX UserlM on 'nas’staff" {H:) = |E||i|
File  Edit I'v'iew I Favorites  Tools  Help |ﬁ
“aBack - « Toobars Y lders ® | FERLP A (e | -
[— ¥ Status Bar
Falilize Ig : Explorer Bar 3 : j @GD
Falders BT ~1 i -ﬂ 4| Mame I Sizel Type | Madified T
7] Desktop Smag" o % L My Music File Folder 5/2/2002 2:46 PM
@ MyDoc st e My Pictures File Folder S129f2002 12:12 PM
=Ty CU UserlM on My webs File Foldsr 5/23/2002 10:56 AM
- ] ] .
- 3V Thumbralk nas\staff’ (H:) & TestiwordFile 19KE  Microsoft Word...  6/28/2002 2:11 FM
F-= Lo = - ; i ol | @TestWordFileQ 19KE  Microsoft Word...  &/258/2002 2:12 PM
o Thi is Online.
Q co Al s rower s Onfine @TestWordFileS 19KE  Microsoft word,.. 6f28/2002 Z:14 PM

Lime Up Iccns

Choose Columns. ..

Customize This Falder. .,

Select an item ko view its
description.

Go To
Refresh

. %
@ Conkrol Panel
[]-- Iy Metwork Places
----- GS Recycle Bin

----- 4 Inkernet Explorer

-

o

Capacity: 200 MB

[ used: 4.55 ME
[ Free: 195 ME

—

e =
|8 object(s) (plus 2 hidden) {Disk free space: 195 ME) 64.5 KB Local intranet 4
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The Folder List

The Folder list is on the | eft side of the My Computer window.

NOTE: The Folder List for your computer may not show the
same folders and filesasin theillustrations in this lesson..

Foldersin the Folder list on the left are grouped as a tree of
vertical dotted lines. The Desktop folder isthe main folder in this
structure and all folders connected to the dotted line dropping
down out of the Desktop icon are contained in the Desktop -- My

Documents, My Computer, My Network Places, Recycle Bin, etc.

Notice that they are slightly offset to the right.

Folders

:ﬂ Desktop

@ My Documents
BRE} 1,
-- 3% Floppy (A

"EI Local Disk (i2:)

1@' Compact Disc (D:)

1@' Compact Disc (E:)

"{El Removable Disk {F:)

E Uzerltd on 'nasistaff' (H:)

E Uzerlibd on 'wofford.intidfshwebs' (')
- Cantral Panel

I:I-- My Metwark Places

QB Recycle Bin

48 Inkerret Explover

We aso probably will see several icons under My Computer —the 3%2* Floppy (A:), the Local
Disk (C:), one or more Compact Disks (D:), your NAS storage space (H:), your web page

storage space (W:) and the Windows Control Panel.

Some of the icons representing folders are connected to the

dotted lines by sguares with positive =1 and negative =l gns.
These signify that afolder contains other folders and that the
tree can be expanded and contracted.

Clicking here will expand the tree

[=] Clicki ng here will contract the tree

For example, clicking on the Expand box by the NAS storage
(H:) icon displays the foldersin your storage space on the NAS.
Notice that the box has changed to a Contract box.

Folders

::ﬁ Deskkop
-5 My Documents
E@ Iy Computer

£

é 3% Floppy (A1)
¥ Local Disk (C:)
@ Compact Disc (D)
1@ Compack Disc {E:)
(=) Remavable Disk (F:}

=E=SY | 1= coi on 'naststafF (H:)

----- {:I My Pictures

] My Webs

{:I Wy Music
52 Useri on wofford. intidfs\webs' (W)
(5] Cantral Panel

:I" My Metwork Places

----- :“S Recydle Bin

----- 4 Internet Explarer

Clicking on the Contract box that now is by the (H:) icon hides the folders again.
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Creating and Renaming Folders

If you store many files, it is helpful to create folders to help organize
thefiles.

Display the contents of the H: drive (as explained above).

We will create afolder named "Example" on the H: drive that we will
usein thislesson.

Folders

::ﬁ Desktop

@ Iy Documents

E‘@ Iy Computer

B2 3% Floppy (A1)

"El Local Disk (i)

@ Compack Disc (D)
@ Compack Disc (E:)

E- =) Remavable Disk (F:)

E| == Liserli on ‘naststaff (H:
. - My Pictures

o | Iy Webs

=2 by Music

52 UszerlM on 'wofford int\dFshwebs' (W)
(=] Contral Panel

E]-- Py Metwork Places

----- ;"B Recycle Bin
----- & Internet Explorer

Choose File, New, Folder from the main menu.

BX userlM on 'nasistaff” (H:)

J File Edit Miew Favortes Tools  Help

[Ereate Shoret =

Delete
Rename
Properties

LCloze

d (1 Folder

Shartcut |

Mame ¢

| Size | Type

Y ou will see anew folder appear in the right portion of the

window. Y ou can rename the folder whileitisoutlinedin | S i
bold.

[ Iy Webs
@TesthrdFile

8] v Folded]

If you want to rename afolder later, click on the folder with theright mouse .

button (the one you usually don’'t use) — most people call this “right-
clicking.”

Thiswill display apop-up window with Rename as one of the choices.

& Testwordrile2
Name the folder "Example." B8] TestwordFile 3

File Folder
File: Folder
File: Folder

19KB  Microsoft Waord, ..

19KB  Microsoft Waord, .

19KE  Microsaft \Word, ..
File Folder

Ezxplore
Open

File Finder...

Sean for Vinizes..
Send To 3
Cut

Copy
Pazte

Create Shortcut
Delete

Rename

Froperties
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Sorting Filesin a Detailed List

View the details of list of files stored on your H: drive.

|J File Edit

Wigw Favortes  Tool:  He
Toolbars »
v Statuz Bar
Explorer Bar 3

Large lcons
Small lcons
List
Dietails

Thumbnails

Arrange |cons »
Lirelimlcans

Chooge Colurnns...
LCustomize Thiz Folder...

Y ou may see something like the file list below. sele '
The upward-pointing triangle in the Name Name!f_! size | Type | Madfied
column indicates that the files and folders are L1 Example File: Folder B/26/2002 302 PM
sorted al phabetl ca |y by name in ascendi ng % bty hn'!usiu: F?Ie Folder 5/z2/2002 Z:46 PM

. My Pickures File: Falder 5/29jz002 12:12 PM
Order (Wlth the lower Ietters on the al phabet a D My Wiebs File Folder SIZ9IZ002 10:56 AM
the top of the IISt) TestWDrdFiIe 19KE  Microsoft Waord...  6/28/2002 2:11 PM

TestWordFiIez 19KE  Microsoft Word,,,  6/23/2002 2:12 PM

When they are sorted in ascending order, W) Testwordrile 3 19KB  Microsoft Ward...  6/Z5/2002 2:14 PM
folders are at the top of thelist.

Clicking on the word “Name” at the top of the

Size | Type

| Modified |

. ) AR Namel -fl
column will reversethe sort so it now isin —

descending order B TestwordFile

B Testivardrile 2
@TestWordFile
| Iy Wehs
My Pictures
[:l My Music

I:I Example
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If you click on the word “Modified” at the top if the column of dates, the file list will be sorted

by date and time.

If the triangle points up, the files and folders are
sorted in ascending order (with the earliest at the
top). In this view, the folders are on top.

Clicking on “Modified” again will sort the files
by date and time in descending order.

ame | Size | Tvpe | Modifiedl 4 I

T
1My Music File Falder Size00z 246 PM
= My Wiehs File: Foldar 5/29/2002 10:56 AM
[CI My Pictures File Falder 5J29/200Z 12:12 PM
[ Example File Falder BiZE52002 %02 PM
| TestwordFile 19KE Microsoft Word.., 6/28/2002 2:11 FM
@TesthrdFilﬂ 19KB  Microsoft Word,.. 6/28/2002 2:12 PM
@TestWordFileS 19KE  Microsoft Word,., /252002 2:14 PM

Moving Filesby Drag and Drop

It iseasy to transfer files
between folders.

Select the three Word filesin
H: . Point at the selected files
with the mouse and, holding
the left mouse button down,
move the mouse — you will
see a“shadow” of thefile
names follow the cursor. This
is“dragging” thefiles.

[EX WhisnantDM on "nas’staff" {H:) 8 -0l x|
File Edit “iew Favorites Tools  Help ﬁ
&Back » = - | @Search |%Folders @ | 3 0E X w5 | [EH-

Address IE whisnantDM on ‘naststaff' (H:) j PGo

Folders

x

@ My Documents

EI@, My Computer

-5 3% Floppy (A1)

E; V.ocal Disk (C:)

F]-{=0 Remavable Disk (1)

r@ Compact Disc (E:)

r@ Compact Disc {F:)

% Bud on 'nasistafficonnercal]
E% ‘WhisnantDM on 'nasistaff' {F
{:I DesktopFolderDB

| -3 Example

: @ Ezxcel Files
{:I My Pictures

;I . X3

] Security

| ThevolumeSettingsFolder

K eeping the mouse button down, drag the files to the Example folder you have created on the H:
drive. Releasing the mouse button should “drop” the filesinto the new folder. The files now have
been moved from the H: drive to the Example folder that resides on the H: drive. .

Copying Files by Drag-and-Drop

NOTE: If you are working on a computer in the Olin 207 or Olin 212 computer labs you will
not be able to do this section. The computers are locked down so that users cannot create

folders on their hard drives.

If the space required for your stored filesis close to the limit of your quota, you can copy files
from your NAS space (the H: drive) to the local hard drive on your computer (the C: drive) or to
aCD-R disk. If you want to save thefilesto a CD-R, it probably is advisable to move them to a
temporary folder on your C: drive and then create the CD-R from the temporary folder. Once the
files have been copied elsewhere, they can be deleted from the NAS space (deleting filesis

explained below).
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In the My Computer window,
expand the list of folders on the
C: drive. Create anew folder (you
might name it “LocalFiles’) on
the C: drive.

Click on the H: driveicon to
display the H: drivefilesand
foldersin theright side of the
window.

I BN userlM on 'nas'staff’ (H:)

] Oracle Select an item ko view its
description.
B+ Program Files
vt Create this folder
@ Compact Disc (D)

&8 Compact Disc (E:)
=) Removable Disk (F:)

k{ View the contents of this folder |

riMon 'wofford intidfstwebs' (w:)
(=] Control Panel
3} Iy Metwork Places

-

o
File Edit Wiew Favorites Toaols Help ‘
dapack - = - (1 | Dysearch |%Fu\dars N N
ekdress [52 User an naststaff (H:) | P
Folders =T i | ~| Name ¢ [ size [ Type | Modified
[} Desktop A I'% Lot (3 Example File Folder BI28(2002 3:02 PM
2y Wy Documents s My Music Fie Folder Siz{20n2 2146 M
Y by Computer UserlM on My Pictures File Folder 5(20/2002 12:12 PM
&5 395 Floppy (A1) 'nas\staff' {(H:) Cmy webs File Folder 5/20/2002 10:56 AM
=13 Laral Disk (1) ] TestwardFila 19KE  Microsoft Ward... /252002 2:11 PM
L Documents and Settings This folder is Online. B TestwardFile2 19KB  Microsoft Word,..  6/28/2002 2:12 PM
[ LocalFiles B restwordrile 19KE Microsoft Ward...  6/28(2002 2:14 PM

[ Recycle Bin @
& Internst Explarer v
e | » |4 | ]
|9 abjectis) (plus 2 hidden) (Disk free space: 194 MB) |64.5 KB Lacal intranst 4

Select the Word file, TestWordFile.doc, in the H: drive and drag it from the H: drive, dropping it
in the folder you have created on the C: drive. If you drag and drop files from one drive to
another, Windows copies the files and leaves them on the original drive.

[EX userlM on 'nas’staff {H:)

File Edit Wiew Favorites Tools Help

=10/ x|

s Back « = - | @Search |%FD|C|EI’S ®|%’ qz K w | '

Address I% Userltd on ‘nasistaff' (H:)

j @Go

estiordFile
/ B TestiordFie2
: ] TestwordFie

Falders X 1 o -1 4| Mame # I Size: | Type I Modified
(] Deskrap R I'% L (1 Example Fils Falder Bi28/2002 302 PM
@ My Docurnents - My Music File Folder Sj2/2002 2:46 PM
£ i3 py Computer UserlM on [ my Pictures File Falder 5/29/7002 12:12 FM
w128 5% Flappy (82) 'nas\staff" (H:) [0 ry webs File Folder 5/29/2002 10:56 AM
E|El Local Disk (1) 19KE Microsoft Word...  &f28/2002 2:11 PM
¢ {1 Dacuments and Setting 19KB  Microsaft Ward,..  6/28/2002 2:12 PM

19KE Microsoft Word... &/28/2002 2:14 PM
@ Compact Disc (D1} Capacity: 200 ME
S8 Compact Disc (E1) O used: 5.02 ME
= O Free: 194 mB
% Uszerid on ‘wofford.intidfsiwebs' (i)
(=1 Control Panel 15
----- & Tnternet Explorer -
1] | 2 hd K1 | 2
|9 ohject(s) (plus 2 hidden) (Disk free space; 194 ME) 4.5 KB 4

Lesson NO4
Information Technology

11

March 5, 2003




Deleting Filesand Folders

Y our personal space on the NAS has a quota of 200 MB, so you should clean it up every now
and then by deleting files you no longer need.

Look in the Example folder on H:. Select the three Word documents you created and press
Delete on the keyboard. These files will be permanently deleted from your NAS space.

TheRecycleBin

When you delete afile that ison the C: drive, it is not permanently removed, but ﬁ
instead is dropped in afolder called the “Recycle Bin.” This gives you the ] 3
opportunity to retrieve the file if you deleted it by mistake. Recycle Bin

Double-clicking on the Recycle Bin icon on your desktop will display the contents of the
Recycle Bin and give you the opportunity to empty the bin or restore afileto its original location
(by clicking on the file name).

Y ou should empty the Recycling Bin periodically to keep your log on and log off times short.
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Review Questions

1. You are using a spreadsheet to save research data from an experiment in the psychology
laboratory. How you could use the NAS to give you easy access to this data back in your

residence hall room?

2. You log on the network from a computer in the Olin Computer lab. Y ou use the username,
Woffordl, and the password Lab. Will you have access to your NAS space on the H: drive? Why

or why not?

3. You find that it takes longer and longer to log on your network account from a Windows PC.
What can you do to speed up thetime it takesto log on?

4. You are using the My
Computer Window.

a) Describe what must you do to display the list of folders on the left side of

this window.

b) Describe what must you do to

display the list of foldersin the C:

drive on the right side of the
window, showing the file name,
type, and last date of
modification.

Lesson NO4
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File Edit “iew Favortes Toolz Help

@ My Computer

=

=

a = @ b I X m -
Back Forward Up Search  Folders  Higtory | Rowve To CopuTo Delete Undo Wiels
J Address I_
=4 3% Floppy (]
9% =3 Local Disk. [C:)
= xwﬁ .@ Compact Disc [D:)
My Computer (=] Control Panel
m Desktop

-y My Dacuments

EI@:]‘ ty Computer

3% Floppy [A)

B2 Local Disk [C)
F-£5 Compact Disc (D7)

Contral Panel

H-EE My MNetwork Places
"2l Recycle Bin

[+ {:I Mizcelaneous

-] Multimedia

-] Paint Programs

27 Toshiba Shuff

|

'®

Local Disk (C:)

Hide the contents of this drive.

Select an item ko view its description,

Capacity: 9,35 GB
O Used: 2,95 GB
[ Free: 6.40 GB

i

13

[__Size] Tupe [ Modified I

| File Folder ~ 4/21,/2001 10:24 PM
1 Budget File Folder 1042172007 10:22 &M
Clpocs File Folder  4/21/2001 10:26 PM
[Z1 Downloads File Folder  3/28/2002 3:58 &M
@ Exarmple File Folder 3432002 12: 27 PM
[Z1 Excel_Files File Folder  8/18/2001 100 PM
21 Lake Study File Folder  4/5/2002 2:42 PM
[T iatus File Folder  12/14/2000 2:00 PM
21 Mimeo File Folder ~ 12/14/2000 1:44 Pk
(21 0ld_Training File Felder ~ 7/13/200212:37 PM
[Z] Pictures File Folder  5/11/2002 11:28 Ak
[Z1 PawerPaint_Files File Folder  8/26/2001 11.00 Ak
2 Program Files File Folder 7425/2000 7:00 P
[Z1 QUICKENW File Folder  4/21/2001 10:24 Pk
[Z1 Sophia File Folder  9/27/2001 8:33 &M
[Z] tashiba File Folder ~ 12/14/2000 1:42 PM

March 5, 2003



5. If you click on the box containing a minus sign next to My Computer ] Deskiop

in thisfolders list, what would you observe? &y My Documerts

—}E@ Fy Compuiter
. =g 3% Floppy (&)

= Local Disk [T

@ Compact Disc (D)

{E Contral Panel

by Metwork. Places

{"d Recycle Bin

R

6. In thislist, which drive is mapped to your storage space on the NAS? g
..
)
"15
7. Create afolder in your NAS storage space that is called Review. Do the -
. . . []-1==D
following with this folder.

Exnxmo Nk

a) Use aword processor, such as Microsoft Word, to create four filesin thisfolder. Give thefiles
four different names.

b) View adetailed list of the filesin the Review folder.

c¢) Sort the files so that they are in ascending order alphabetically.

d) Sort the files so that the files created or modified latest are on top.
e) Delete one of thefiles.

f) Display the contents of the recycle bin and drag the file you just deleted back into the Review
folder. Thisis aconvenient way to rescue afile that you have deleted by accident.
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