Computer Folders.

The first thing you see when you open your computer is the Desktop. This is a very
important place to start for you have access to all your programs, folders, files and
photos etc. Setting up your desktop is therefore important so that

e you have the correct links there

¢ |t should be not too cluttered. For to me it is your work place where you create
new files and folders and then move them to the correct library or folder.

e “This PC” icon on the top left of your desktop. This is the Master folder- it
rules them all. If you don’t have this on your desktop | will show you how to
put it there,

e This is my Desktop. Note that | keep the centre clear and it has a clean look.

The, Windows Icon Work in Progress dlder_s‘ E

lThe Task Bar

To access my drives and Libraries | double click on “This PC”
icon on the top left of my Desktop. If you don’t have this icon
there, then click on the Search box on your taskbar which is
next to the windows icon and in the search box type “This PC”.
Click on the icon of “This PC” and the PC folder opens.

Resize this (I will show you) so that you can see part of your desktop as well as the
This PC folder.

Now drag the This PC icon to your desktop and move it to top left.

Now you will have This PC on your Desktop
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When you click on the “This PC” icon you will see your Drives and Libraries

These are my drives and Libraries. Libraries are really super folders.
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) M The drives on your computer. D and £ are my backup drives
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These are my back-up drives “D” and “E”. If you insert a Flash Drive or
even connect you camera to your computer they will show up here as
Drives and when you click on them they will open. This is useful if you
want to transfer files from one drive to another.

Folders

Folders and their structure are the backbone of computers. If you ever want to find
something that you have saved a week or even a two years ago then you can do so
if you a good folder system. Below | have a screen shot of My Documents folder.

You will see a huge number of folders and the names are all in alphabetical order

with the exception of three which have numbers. Numbers take precedence over
names.
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| am going to show you how | can open one Major folder such as Documents and
then how | can navigate (like following the branches of a tree) to find other folders
within this Major Folder and in the end find files and documents | have written. | click
on This PC and click on Documents.

Within Mv Documents is a folder called Geology 2018

Anti Virus & Ad-Aware Geology 2015 Model Flying H.B
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A double click on this and it opens.
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# Quick access Name Date modified Type Size
B Desktop 1 February Glass & Quartz — 5/2022 10:37 am File folder
2 March Quartz chalcedony 5/2022 10:37 am File folder
@ OneDrive - Personal o ) B
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= Documents 8 Sept Sedimentary rocks 6/ 122 11:54 am File folder

Here is a list of sub folders. They are named in order of teachmg by date. | will open
subfolder 2 (March)



| see all the files in this sub folder and | will open the “Glass and Quartz” document

4 Note the Path | have taken

T™ > This PC > Documents > Geology 2018 » 2 March Quartz chalcedony

A

1d folders A [ Name Date modified Type Size

Net Wi Chalcedony.doc 8/02/2018 9:14 am Microsoft Word 9... 794 KB

for David £ Colemans Quartz Mine[1].mp4 13/02/2015 8:34 am MP4 Video File (VL... 37,367 KB

sktops = Glass and Quartz.docx * 7/02/2018 10:59 am Microsoft Word D... 66 KB
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ve - Personal & Quartz Crystal Types.avi 17/02/2015 3:12 pm AVI Video File (VLC) 37,773 KB

A double click on this word document and | can see what | wrote then in 2018

Glass and Quartz SiO2 Silicon Dioxide

Believe it or not, glass is made from liquid sand. You can make glass by heating

ordinary sand (which is mostly made of silicon dioxide) until it melts and turns into a liquid. You won'
find that happening on your local beach: sand melts at the incredibly high temperature of 1700°C
(3090°F). To make clear glass, special sand called silica sand is used. This fine white sand is
needed because it is very pure and does not contain other unwanted chemicals. Glass production
also needs limestone, soda ash and other chemicals to colour the glass.

The folder Tree

Folders are the underlying structure of a good computer system and it is sometimes
called a Folder tree. Good naming and Sub folders are important.

Main folder

If you have a good folder

| | | structure you should be able
to find information on your
computer.

You can make Folders anywhere by right clicking on an empty space and choosing
“New Folder”. A new folder will appear and you can
give it a suitable name. Make as many as you
need and put your files into a folder.
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| am a keen photographer and | keep a record of my photos over the years.
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If I open one of these folders and | see the files (Photos) | took that year
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Transferring Folders or Files between Folders

One method | use is the “Drag & Drop” method. | open the folder of the file or folder
to be transferred and resize it to half the screen and do the same with the folder
receiving the file or folder.
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Once both folders are on your screen Click on the
Taskbar and in the Taskbar menu click on “Show
windows side by side” and they will do that.

Cascade windows
Show windows stacked

Show windows side by side

Only have two folders open when you do this. They will Show the desktop

do exactly that.

The final method that | use very frequently is to have

Undo Show all windows side by side

Task Manager

the “Copy to and Move to” options available to send files & folders in my right click

Context menu.
Open with

Give access to

Restore previous versions

Send to
Copy to folder...

Move to folder...

Cut ‘

Copy

Create shortcut

Cheers

Norris

Right clicking on a file or folder and clicking on
either of these allows me to send files or folders to
other destinations anywhere on my computer.

Normally Microsoft doesn’t show this option but |
have a small download to allow this to happen. But
that is another lesson.



