WINDOWS EXPLORER BASICS

Open Windows Explorer

Method 1

v Open Windows Explorer by

selecting the Taskbar icon. /—~ aslbarllcon

NOTE: A single selection is only needed with taskbar icons

Method 2

I/ E
v Open Windows Explorer by holding the A
Windows Key down and pressing the E key.

The above methods result in the same thing, opening Windows Explorer.

When Windows Explorer is open, its window can have a variety of appearances, but will
always have several common characteristics.

The Navigation pane, 1, shows 2 T 4 > ® 7
the list available drives and folders. . |
The arrow to the left of the drives — | B =S
and folders when selected will G- B Ay LS =T
expand, displaying the folders and || Cvemeee | Deweme o | | - 0|
files within that selection. If you | ] o5 rovastm Documents kbrary e
select the folder or file, the content ':"'““" e et
will display in the File List, 6, area. % Revert Ploces w

5 ol L Iwpern Tl
The Back and Forward buttons, 2, 1+ || -l:......... Ll e 8
allow you to revisit previous s - i r_f:_.,,
displays. The Toolbar, 3, lists ~fios L) Moty netes 3
available options. e e

B prgtan g
The Address Bar, 4, displays the W et o g
path to the current location.
i 11 s

Column Headings, 5, shows —
information about the content in @ Navigation pane ® Column headings

the folder. The File List, 6, shows ) :
the contents of the current 2) Back and Forward buttons () File list
sellec’Flon from the navigation pane. 3) Toolbar I Tk maenis i
This list can show folders as well 3

as files. (4) Address bar

The search box, 7, provides a way
to search for folders and files by entering key words.
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WINDOWS EXPLORER BASICS

File/Folder Display Options

There are several ways to display the content shown in the File List area. How the files are
displayed will depend on what type of file you are searching. If you are searching for a
particular picture or image you may want the display to be different than when you are
searching for a document file.

Display Options is on the right side of the Toolbar. Selecting the icon will toggle through the
available options. Selecting the Arrow next to the icon will display a dropdown with available
options to select from. You can also Right Click in the File List area; select view and your
choice of file display.

<5 sl & * Computer » comp 20-160G8 (C:) *

File Edit Tools Help ™ { ! m w ti ons
Organize = v Status bar New folder p mw Gpti Ol'ls T »
Explorer Bar * 5 Y

-

& com|
| Ad¢
Big

Name Date modified Type J Size

Extra large icons
Large icons | Address Books 11/23/2009 6:03... File fold4 i Extra Large Icons
Medium icons | Big Clip Art 1/6/2010 1:34 PM  File foldd
| cal Small icons | CADKEY99 TR , | File fold{
| Cak List ‘ J Cakewalk Projec = = .| File folds is Medium Icons
b Coc Details | Cool Max Servei  lergeicons Sort by * | File foldq
»

| pc Tiles Medium icans Group by

Content : & DCADLY Srall icons Refresh File foldd

= Large lcons

“:: Small Icons

| Downloads List o File foldd e
Sort by = Details S T Detail
) |netpub Paste shortcut File fold4 s
Group by Tiles
M- | M-Audio-midi Coniat Share with File foldd Tiles
Choose details...

L NV e | NVIDIA [ ew File foldg IS Contant

! Pro B | Program Files Propties File fold

| Prog FITES [X50] | Program Files (x86) 1/22/2012 1:56 ... File folder
| ProgramData ProgramData 1/2/201211:18 ...  File folder

18 items
o

Displays information about each item in the window.

These three file view options give you the same selections:

Extra large icons
Large icons
Medium icons
Small icons

List

Details

Tiles

Content

Do: Explore each of these options to see how they display files differently.
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Arranging/Sorting/Grouping Folders and Files

Find the column headings in the File list area. The column headings are: Name, Date
Modified, Type, and Size. This is common in many Windows applications. If you click on the
Name column, the files will be sorted alphabetically A-Z, folders first, then other files. If you
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click on the Name column again, the files will be sorted Z-A, with folders listed below the files.
The other column headings function similarly.

Copying Files

When copying files you are making a duplicate of the original to the same file folder or a different file
folder. Itis always a good idea to give your copy a different name, possibly with a meaning linked to
the need for the duplication.

For example: Creating a copy of 14001-detail3.dwg and naming the copy 14001-detail3-rework1.dwg

There are 3 ways to achieve a copy.

Method 1 — “CntI-C / Cntl-V”

a) Select the file(s) you want to copy.

b) While holding down the Cntl key, select “C” (for copy) n
and release both keys.

Note: This copies the selected file(s) to the Clipboard, the

computers temporary file storage folder.

c) Now select the folder where you want to place a copy
of the file you selected.

d) While holding down the Cntl key, select “V” (for paste)
and release both keys.

Copy (CTRL-CH
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WINDOWS EXPLORER BASICS

This creates a copy of the selected file(s) into the desired folder.

TIP: Holding down the Cntl key allows you to select multiple individual files. Release the Cntl
key when done selecting.

TIP: Using the Shift key allows you to select a group of files. Select the first file in the group,
press and hold the Shift key while selecting the last file in the group. Release the Shift key
when done selecting. This selects the two files and all the files in between them.

TIP: When selecting multiple files, using Cntl or Shift, you can deselect individual files by
holding the Cntl key and deselecting individual files.

Method 2 - “Right click”

. Open with Adobe Reader X1
a) Select the file(s) you want to copy. Open
b) Right click over the selected file(s). P
. &d  Scan with Microsoft Forefront Endpoint Protection...
c) Scroll over into the pop-up menu and scroll Open with b
down to and select Copy. Share with ,
Note: This copies the selected file(s) to the W Addtowchive
- . g Add to "Foundation Details.rar”
Clipboard, the computers temporary file storage folder. oy
d) Now select the folder where you want to place a copy of ~ ® compressto Foundstion Detssar” and emi
the file you Selected_ : : RESWI’EpIE’VIOUSVEISIOHS
e) Right click either over the gn . e '
. . . . C
desired folder or within the file Group by » -
a rea - B Create shortcut
f) Scroll over into the pop-up e Delte
menu and scroll down to and Paste et

Paste shortcut | Properties

select Paste.

Share with 3

(5]  Shared Folder Synchronization 3

This creates a copy of the selected
file(s) into the desired folder.

New 3

Properties

Method 3 — Drag and Drop

a) Select the file(s) you want to copy.

b) Select and hold the selected file(s), press the Cntl key while Dragging it to and over the
desired folder it is to be copied into.

c) Release the selection over the folder or within the file list area of the desired folder.

This creates a copy of the selected file(s) into the desired folder.
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Moving Files

When moving files you are relocating the original file to a different file folder.

’ For example: Creating a copy of 14001-detail3.dwg and naming the copy 14001-detail3-rework1.dwg

There are 3 ways to achieve a copy.

Method 1 - “Cntl-X / Cntl-V”
a) Select the file(s) you want to copy.
b) While holding down the Cntl key, select “X” (for cut)

cn | x
and release both keys. ..

Note: This sends the selected file(s) to the Clipboard, the =~ «wus

computer’s temporary file storage folder.

d) While holding down the Cntl key, select “V” (for paste)
and release both keys.

This moves the selected file(s) into the desired folder.

c) Now select the folder where you want to place a copy
of the file you selected.

TIP: Holding down the Cntl key allows you to select multiple individual files. Release the Cntl

key when done selecting.

TIP: Using the Shift key allows you to select a group of files. Select the first file in the group,
press and hold the Shift key while selecting the last file in the group. Release the Shift key
when done selecting. This selects the two files and all the files in between them.

TIP: When selecting multiple files, using Cntl or Shift, you can deselect individual files by
holding the Cntl key and deselecting individual files.

Method 2 - “Right click”
a) Select the file(s) you want to move. i
b) Right click over the selected file(s). print

Scan with Microsoft Forefront Endpeint Protection...

c) Scroll over into the pop-up menu and scroll

Open with »

down to and select Cut.
Note: This sends the selected file(s) to the Clipboard, the
computer’s temporary file storage folder.
d) Now select the folder where you -
want to place a copy of the file Sort by
you selected. i
e) Right click either over the desired
folder or within the file list area.
f) Scroll over into the pop-up menu
and scroll down to and select
Paste.
This moves the selected
file(s) into the desired folder.

Customize this folder...

Paste

Paste shortcut

Share with

5| Shared Folder Synchronization

MNew

Properties

i il iy 5 O

Add to archive...

Add to "Using Windows 7 Explorer.rar”

Compress and email...

Compress to "Using Windows 7 Explorer.rar” and email

Always available offline

Restore previous versions

Send to 3
Cut

Copy

Create shortcut
Delete

Rename

Properties
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Method 3 — Drag and Drop

a) Select the file(s) you want to move.

b) Select and hold the selected file(s) while Dragging it to and over the desired folder it is
to be moved into.

c) Release the selection over the folder or within the file list area of the desired folder.

This moves the selected file(s) into the desired folder.

Creating File Folders and Sub-folders

A folder is a location to organize and store your electronic working files, much like a file
cabinet.

5% » Computer » Russ.Powers (\\s-mt-sbe-fs) (G:) »

Create a Folder: L ©

1) Within the navigation 9
pane select the drive - ( )
you wish to create a ' ®

new folder within
2) Right - :
click in the file - i) :
list area and ,
select New from | * @ —
the pop-up e
window . = @ G @
3) Select Folder from
the secondary pop-
up window
4) Name the folder as
necessary =

@) Microsoft Excel Worksheet

Properties

1, Compressed (zipped) Folder
B Bricfcase

You can now save files
within the newly created
folder.

Create a Sub-folder
The process is the same as above, just select the folder you wish to create a sub-folder within.

Do: Create folders and sub-folders within your G: drive as needed for each course as follows:

v CDD-1000 Fundamentals of CAD v CDD-1030 Princ of CAD
Chap 1 Section 1
Chap 2 Section 2
Chap 3 Section 3
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