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Wofford Network 
Lesson N04: Managing Windows Files and Folders    

In this lesson you will learn to: 
Store files 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. 
Delete files   

This lesson assumes that you have worked on the Connecting to the Network Lesson. If you are 
running Windows XP, you must have the Professional version rather than the Home 
version to use our network storage.  

Information that computers use is 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 a logical 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 manila folders in 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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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.  

Web Servers furnish programs for the World Wide Web. This includes 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 personal web page storage space quota for students is 5 MB and faculty/ 
staff is 15 MB.  

Network Attached Storage is a computer with a very large set of hard disk drives that 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 students is 100 MB and faculty/staff is 200 MB.   

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

Strategies for 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 a few suggestions:   

1. Storage of files that you will use on more 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 access to files 
stored in your space on the NAS.   

If you are working on PowerPoint lectures 
in your office or the Olin computer lab, you 
can save the files in your NAS space. Later 
when you log on to the network from 
another computer (e.g., in a classroom or a 
residence hall room), you will be able to retrieve the files. You will not need to carry them to the 
classroom on a floppy or Zip disk.   

At the present, NAS storage space is not accessible from off-campus. 
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2. Backup of files for 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 a week. In the event of a disaster, such as a fire 
in one of the buildings, files stored on the NAS will be secure. We recommend that you back up 
important files to H: drive on your local computer, which in reality backs them up on the NAS. 
In the event of a disaster 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 files in 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  

You have much more storage space allotted on the NAS than on our previous system (2 MB) and 
files are MUCH easier to move around on the new system. Your NAS quota is not as large as a 
computer’s local hard drive, though. You 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 a local 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 also 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’s law 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 users is 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. This is possible because 
a copy 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 alleviate this problem. 
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The H: 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.     

This will display the My 
Computer window. If the Folders 
view (the left side of the 
illustration), is not showing, click 
on the Folders icon.     

When you are logged on to the 
network domain, your NAS space 
is mapped as the H: drive in the 
Folders view in the My Computer 
window.    

There also is an icon for your NAS storage space on the right side of the My 
Computer window.   

Double-click on the H: drive in the 
folder list or on the NAS icon to 
display the contents of the NAS 
storage.  

You probably will see three folders 
that you can use to store pictures, 
web page files, and music files.           
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Saving Files on the NAS   

You can save files to folders on the NAS in the same way that you save files to 
folders on your hard drive. As an example, open Microsoft Word by clicking on 
the Word Icon on the desktop. You may need to drag the My Computer window 
aside to see the icon.       

Although you may type in some text if you desire, all you 
need to do is save the document. Choose File, Save As . . 
from the top Microsoft Word  menu.   

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

Choose the H: drive from the list.  

In the “File name:” text box enter 
TestWordFile as the file name for the 
document.  

Click on Save to save the file.    

We need at least three different Word 
files in this lesson, so we will save the 
Word document two more times with 
different names. Choose File, Save 
As again from the Word menu and 
save the file again, this time with the 
name “TestWordFile2.”   

Do this again, saving the file as “TestWordFile3.” 
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Close Microsoft Word by clicking on the Close Window icon in the upper right corner of 
the window.    

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 Maximize button in the upper right corner 
of the window.  

You can see more detailed information about files and folders in the 
right side of the My Computers window by selecting View, Details 
from the top menu.        

This will display the name, size, type, and last modification date for the 
files and folders. You should see the three Word files you have created 
among the files and folders on the list.   
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The Folder List  

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

NOTE:  The Folder List for your computer may not show the 
same folders and files as in the illustrations in this lesson..   

Folders in the Folder list on the left are grouped as a tree of 
vertical dotted lines. The Desktop folder is the 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.   

We also probably will see several icons under My Computer – the 3 ½ “ 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 squares with positive  and negative  signs . 
These signify that a folder contains other folders and that the 
tree can be expanded and contracted.   

  Clicking here will expand the tree  

  Clicking here will contract the tree   

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

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 
the files.   

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

We will create a folder named "Example" on the H: drive that we will 
use in this lesson.     

Choose File, New, Folder from the main menu.         

You will see a new folder appear in the right portion of the 
window. You can rename the folder while it is outlined in 
bold.   

Name the folder "Example."     

If you want to rename a folder later, click on the folder with the right mouse 
button (the one you usually don’t use) – most people call this “right-
clicking.”   

This will display a pop-up window with Rename as one of the choices.  
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Sorting Files in a Detailed List   

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

You may see something like the file list below.     

The upward-pointing triangle in the Name 
column indicates that the files and folders are 
sorted alphabetically by name in ascending 
order (with the lower letters on the alphabet at 
the top of the list).   

When they are sorted in ascending order, 
folders are at the top of the list.      

Clicking on the word “Name” at the top of the 
column will reverse the sort so it now is in 
descending order.        
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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.    

Moving Files by Drag and Drop  

It is easy to transfer files 
between folders.   

Select the three Word files in 
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 the file 
names follow the cursor. This 
is “dragging” the files.    

Keeping 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 files into 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 files is 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 
a CD-R disk. If you want to save the files to 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 files is 
explained below). 
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In the My Computer window, 
expand the list of folders on the 
C: drive. Create a new folder (you 
might name it “LocalFiles”) on 
the C: drive.    

Click on the H: drive icon to 
display the H: drive files and 
folders in the right side of the 
window.     

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.  
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Deleting Files and Folders  

Your 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.    

The Recycle Bin  

When you delete a file that is on the C: drive, it is not permanently removed, but 
instead is dropped in a folder called the “Recycle Bin.”  This gives you the 
opportunity to retrieve the file if you deleted it by mistake.   

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 a file to its original location 
(by clicking on the file name).  

You 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. You use the username, 
Wofford1, 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 the time it takes to 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 folders in the C: 
drive on the right side of the 
window, showing the file name, 
type, and last date of 
modification.        
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5. If you click on the box containing a minus sign next to My Computer 
in this folders list, what would you observe?         

6. In this list, which drive is mapped to your storage space on the NAS?    

7. Create a folder in your NAS storage space that is called Review. Do the 
following with this folder.  

a) Use a word processor, such as Microsoft Word, to create four files in this folder. Give the files 
four different names.  

b) View a detailed list of the files in 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 the files.  

f) Display the contents of the recycle bin and drag the file you just deleted back into the Review 
folder. This is a convenient way to rescue a file that you have deleted by accident.  


