How To Clean Up Your Files

Viewing Your Files and Folders

You have many choices about how to view your folders and files. You can use
My Computer or Windows Explorer.

Right-click on the Start button & click on Explore. Click on the Folders button to
have the folders showing on the left and what's inside the selected folder on the
right.

Click on the View command.

You have four choices about how to view the directories and files. Those choices
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Folders can be opened by clicking them. Subfolders can be opened the same
way. Clicking the folder again will close the folder and will hide the subfolders or
the files inside.

If you want to know which folders have subfolders, look for little +'s in the folders.

Clicking on the headings will reverse the list.

Clicking on Name will alphabetize the list A-to-Z or Z-to-A.
Clicking on Size will list the smallest files or the largest files first.
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Clicking on Type will show “Text documents” first and folders at the bottom of the
list or folders at the top and files alphabetically.

Clicking on Modified will show the oldest or newest file first.

Clicking on any of these headings again will reverse the direction.

If you want all your folders to look the
same, use Tools>Folder Options>View
and choose “Apply to all folders.”

You could also choose to restore all
folders to the way that Windows
originally showed them.

In Advanced settings, under “Hidden
files and folders,” you may choose to
click on “Show hidden files and folders”
if you are searching for spyware.
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Right-click on the file and left-click on
Properties to find out how large afile is.
You will find out the total size of all the
files within the folder, even the files
within any subfolders.

The General tab in the Properties box
also shows a file’s type, location, its
shortened DOS name, its history, and
its attributes. There may be other tabs
that show information about the file or
folder, but here is the basic information.
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Read-only—this means that you can read the file but not change it in any way. If
you want to make changes, you have to save your own copy of the file with a
different name or at a different location.

Hidden—This is a hidden file that is used by software programs. Although they
take up space, it is better to leave them alone unless they are spyware.

Sorting Files

Once you've found the folder you want, you can sort the files inside.
Use View>Arrange Icons and choose one of the options.

By Name--alphabetically by the file’s name,

By Type--alphabetically by the type of file,

By Size--numerically by the file’s size, usually smallest to largest. In order to see
the size of the files, you will need to use View>Detalils.

By Date--chronologically by the file’s date. The sorting of the file’s date is usually
most recent to oldest. The file’s date is when the file was last edited or changed.
If a file is copied, the date does not change.

Creating Folders and Files
You can create new folders and files.

In My Computer and Windows Explorer, use File>New>Folder.

Once you have made the new folder, you can give it a name.

Type in the name rectangle and choose a name that is meaningful to you.

(If you lose the highlighting of the “New Folder,” double-click on the name to
select it again. This allows what you type to replace what is in the name box.)

A folder or file name can contain up to 255 characters, including spaces.
It cannot contain any of the following characters: \/:*?"<>|

Push the Enter key or click somewhere out of the name box.
The name will be entered into the computer’'s memory.

Renaming Files and Folders

To rename files or folders, it is better if it is NOT opened.
Right-click on the file or folder Left-click Rename.

Type a replacement name.

Press Enter on the keyboard or click out of the name box.
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If you get too adventurous and try to give a file a different extension (3-character
ending), you may get the following message:

Click No and push the Escape button to get out of the name box.

Try again.

Choose an acceptable name.

Click into another area on the screen or push the Enter button to save the
change.

Moving Folders and Files

To move folders or files in the My Computer window:
Double-click on the folders or files to see the relevant folders or files.

If you want to move folders or files, you need to select them first.
To select one folder or file, single-click that folder or file.

If you want more than one folder or file and they are next to each other:
Click on the first folder or file and, holding down the Shift key, click the last folder
or file.

If you want more than one folder or file and they are not next to each other:
Click on the first folder or file and, holding down the Ctrl key, click each of the
other folders or files.

All the folders or files you want will be highlighted.

Use Edit>Cut in the first folder to select the file or folder you want to move.
Use Edit>Paste to place the file or folder into the new location folder.

Copying Folders and Files

To copy folders or files in the My Computer window:
Click on the folders or files to see the relevant folders or files.
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If you want more than one folder or file and they are next to each other:
Click on the first folder or file and, holding down the Shift key, click the last folder
or file.

If you want more than one folder or file and they are not next to each other:
Click on the first folder or file and, holding down the Ctrl key, click each of the
other folders or files.

All the folders or files you want will be highlighted.

Use Edit>Copy in the first folder to select the file or folder you want to move. Use
Edit>Paste to place the file or folder into the new location folder.

Deleting and Undeleting Files and Folders

To delete files or folders:
Right-click the file or folder. Left-click Delete to send the file or folder to the
Recycle Bin.

If deleting a file or folder was the last thing that you did and you’'ve changed your
mind, use Edit>Undo Delete.

If a deleted file or folder is still in the Recycle Bin, Open the Recycle Bin folder.
Click on the file or folder and left-click Restore to send the file or folder back to its
original location.

Emptying the Recycle Bin
When files have no further use, they can be deleted. If the files are on the C:

drive, usually the hard drive on the computer, they are actually sent to the
Recycle Bin. This is a special folder on the C: drive.

The good news is that if a file is accidentally deleted and someone still wants it,
the file can be copied or moved from the Recycle Bin folder to its former place.

The bad news is that the deleted files, although they are not needed any more,

are still using up space on the C: drive. To completely delete those files, the
Recycle Bin should be emptied periodically.
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The Recycle Bin may be found as an icon on the Desktop. It looks
like a trash can.

Double-clicking on either the icon will cause the Recycle Bin window to open up.
Use File>Empty Recycle Bin to delete all the files contained in the Recycle Bin.

Clicking on “Empty Recyle Bin” will get a dialog box. The box will confirm that you
really want the files to be deleted. Click Yes and the files will be deleted from the
C: drive. The Recyle Bin on the Desktop and the Recycled folder will now be
empty.

Incidentally, the files are not really removed or wiped clean. What really happens
Is that the administrative part of the hard drive contains a message that the
locations of those deleted files are now available for other information to be
recorded in place of the deleted information.

Created by Davienne Jacobson 7 May, 2005



