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1
INTRODUCTION:

What Explorer Looks Like :

Users sometimes find Windows Explorer very daunting. In fact, it is completely the
opposite once you get to know it.

Open Explorer by clicking on Start \ Explorer, or often, Start\Programs \ Windows
Explorer.

5.1_ Exploring - C:\ !E X
File Edit ¥iew Tools Help
= Michse! 420 (C) BN e S =R
AllFolders Contents of 'CY'
= Michael 420 (C:) ﬂ Mame | Size [ Type Modified a

¢ {0 Backups (1Backups ; File Folder  12-Now-36 20:48 ||
{1 Bkupexec (1 Bkupexac File Folder  22-Oct34 953
(C1Bmb File Folder  17-Mar-97 11:39

(1 Bp-carom File Folder  3-Feb-96 13:00

(1 Comme File Folder  24-Jun-95 20:51
(C1Dos_B_22 File Folder  21-May-95 2:21

(1 Drivers File Folder  22-Aug-85 1837 _|

{3 Bmb
{1 Bp-cdrom

(1 Foxwin26 File Folder  12-Apr-96 917
(0 Games File Folder  20-Oct-34 7.37
(1 Macros 4 742
. Michael . . b 12:08
Left Side gml.fu:; Right Side N
(1 Mouse lgi b 1426

{2 Foxwin2B

Drives, directories (folders), (1 Netwars The contents of whatis  JEAEH

subdirectories (subfolders), I Navel highlighted on the left side. [k
(1 Nwclient 4 752

. (Z1 Program Filel b 17:04

- &0 Program Files (1 Qbackup File Folder  6-May-95 B:53

{3 obackup & Recycled Recycle Bin  3-Feb-96 17:27

File Folder  3-Feb-36 11:51
S t File Folder  3-Feb-36 12:09
eparator File Folder  20-May-87 1716

@i Recycled
{1 Scenes
O temp

¢ @3 Toolkit File Folder  7-Apr96 1337
4 |= - (1'Windows File Folder  4-Oct-85 21:45
L) 38R enart nay G72KR PARFiln 10eboned? 1115 7

As you can see from above, the Windows Explorer screen is divided up into two. The
pane on the left hand side shows the structure of drives, folders and subfolders, whilst
the right hand pane shows the contents of what is selected in the left hand pane. For
example, if you double-click on a particular folder in the left hand pane, the contents of
that folder will appear in the right hand pane.

Sometimes to create more space, it may be necessary to alter the size of either the
right or left Explorer panes. If you run the mouse cursor over the ‘separator that
separates the left Explorer pane from the right one you will see that the cursor changes
to a double-sided arrow. When this appears, if you do a left mouse click and hold the
button down you will notice that you will then be able to drag the separator to the right or
left. If you drag the separator to the left you will create more space for the right Explorer
pane and vice versa.

Note: Throughout this document we will use “Directories” and “Folders”, and
“Subdirectories” and “Subfolders” interchangeably — different words, same
meaning !
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1
SETTING UP EXPLORER

Click on the View menu and select Options. Make sure that you are currently looking
at the View tab, and then configure the options so that the ‘Options dialogue box’
appears identical to the one below. Click on Apply and then Ok once completed.

Windows 95

Options m

View I File Types |

Hidden files

It is very important to have the option

& Show allfiles “Display the full MS-DOS path in the

Ll RN LR GEEER ISR title bar” selected. This is so that you

Hidden Files know  exactly where you are in

(Applicgidh g Explorer. For example, say you were

(S jiB)Y in a directory tited “BACKUPS” and

CEIBIENEE you didn't have the full path option

%':“:I?_“de:\‘f selected. On the title bar in Explorer it

o would read “BACKUPS”. The problem

with this is, you could have a hundred

(sl EM TN EERISI=NE “BACKUP” directories and unless you

have the show full path option

selected, Explorer will not display the

ol = e et e sr=ta & drive nor the parent directories to
where you are situated.

™ Hide MS-DOS file gxtensiol

QK I Cancel Al

Windows 98/ME

Click on “Tools \ Folder Options” and make sure the window that comes up is set up
as shown below (in time you may want to have different options, however, as a
beginner, for the time being set your Explorer settings exactly as shown below :

Folder Options 2=

General IV\ew | File Types |

~ Active Desktop

™ Enable Web content on my desktop

@ sz Windows classic desklog

i~ Wwieh Vi
% " Enable Web content in folders
% |se \Windows classic folders

i~ Browse Folder
% " Open each folder in the same window
" Open each folder in its own window

- Click. items a3 follo
ﬁ " Single-click to open an item [point to select]
& (Irderiine ieorntites consistentvith my Brawsen
€ rderiine ieorbtes ol vhen || poit ot them
& Double-click to open an item [single-click to select)

Bestore Defaults
akK I Cancel | Ll |
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Next, click on the View tab and set up your options exactly as shown below :

Folder Options Folder Options 21xl
General Wiew | File Types General Wigw | File Types
- Folder vie — Falder wie

“f'ou can zet all of your folders to the same view. “r'ou can get all of your folders to the same view.
EEH : e T
Like Current Faolder I Beset All Folders Like Current Folder Beset All Folders |

Advanced settings: Advanced settings:
I=1 Files and Folders = Diizplay the full path in the address bar ;I
Automatically search for network folders and printers [ Display the full path in title bar
Dizplay all Control Panel options and all folder contents [C3 Hidden filez and folders
Display the full path in the address bar ) Do not show hidden files and folders
O Display the full path in title bar (® Show hidden files and folders
(23 Hidden files and folders [ Hide file extensions for known file types

O Do not shaw hidden files and folders Hide protected operatir 1 files [Flecommended)

{2} Show hidden files and folders [0 Launch folder windows in a separate process
[0 Hide file extensions for known file types 1. Femember each folder's view settings
Hide protected operating n files [Recommended] O Show My Documents on the Desktop
[0 Launch folder windows in a separate process Show pop-up description for folder and desktop items
Fiemember each folder's view settings LI =

Restore Defaults | Restore Defauls |
QK | Cancel | Apply | Ok | Cancel | Apply |

Click OK.

To use Explorer to its full ‘potential, it is a good idea to select the following options on
the View menu.

) The Explorer Toolbar offers you quick access to some of the most used
commands on the various menu’s, i.e. Cut, Copy, Undo efc.

) When the Status Bar is selected, you are able to see the full path to where you
are situated within Explorer, i.e. C:\Comms\Netscape\Program...etc.

) When the Details option is selected, you are able to see the Name of the files
and folders, their Sizes, their extension Types, and the last time that they were
last Modified or created. This information is displayed on the right hand screen.
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Windows 98/ME

B _ =] ]
| Fle Edi|view Favoites Took Help |
| 4 Back - [ v StandadButons | B2 02 x| ER-

- — v StalwsBar v Addiess Bar
|#ddess |2 Eypiorer B \\iks =] oo
Folders eFalEs adia I Size [ Type [ Moadified =

Sl Smalleons EUW- FieFolder  17-May2001 2135
]l E—r FieFolder  4-Jul-2000 15:33
B0 w Details ATl FieFolder  18May2001 002
=2} Thum.m,.v_\ (1 Backups File Folder 4ul-2000 1537
e | FieFolder  4-Jul-2000 1504
% f‘"a"jﬁ %CU”S 4 cFolder  19Aug2001 10:39 —
ISR Eans LT3 com . 4.ul-2000 1536
e | | Ccserve Set these 4 options 4Jul2000 1536
[cR | E:Dﬁe Columps ol 2 dses (Win98/ME) - 3 options only SLFeb 2001 10:40
w0 Rehresh D056 22 in Wing5. 4Jul-2000 1509
&0 DRIVERS C1DRIVERS 4Jul2000 1502
] C11D4R! - BNov-2001 1607
&0 IDAFI
& % Mary 1 Wary FieFolder  4-Jul-2000 15:40
B0 Mickel 1 Michel File Folder 4-Jul-2000 15:37
[ 0 MS0ffios. 35 1 M5 Office. 95 FieFolder  4-Jul2000 1534
1 ] MSOffice.97 1 W Office. 57 FieFolder  4-Jul-2000 1533
-] My Documents 1 My Documents FieFolder  4-Jul-2000 1535
(2] My Download Files 1 My Download Files File Folder 26-MNov-2000 21:33
13 My Music 1 My Music FieFolder  B4ug2000 22:40
{21 NCDTREE CINCDTREE FieFolder  4-Jul-2000 1504
-] Netwiars (0 Netware File Folder  4Jul2000 15:33
B0 NOVELL CINOVELL File Folder  4Jul2000 15:36
B Nw CaNw FieFolder  21-ug2001 5:04
] Osvaldo 1 Dsvaldo Fie Folder  25Now-2001 2051
o &0 P'Dg'a"‘l Files _’I—I =1 Program Files FilsFolder  44ul2000 1509 -

Shaws or hides toolbars

dstart||| Banw | Datw | Biarw | Sanw | G oeu. |[GyMic.. | grvics NEEE 183

Windows 95

A L =1 &1 Al =] D
| Folders E'f,\ Contents of 'C'
= it Large lcons - I Size | Type [ Mositied [

@ Small lcons File Foller
=0 List ! <QDos_6_ File Foldkr

g * Detils 4
22 Arange lcons > (G t th ti

ji ions.

8 ke up leans [Ef¥} Set these 3 options
&

1 Befresh =

Mouse lgi File Folder

+] Dpti
gﬂ% (1 Netware File Folder

O Michost (23 New Folder File Folder
D Sl 3 Novell File Folder [ 15-har-37 1346

Mouse (L MNwclient File Folder /  20-Oct894 7:52

8 Mouselgi 1 Program Files
0 Netware (-1 Obackup

L3 New Foldler i Pecytlen ...This information is displayed on the
4 Novell L1 Scenes -
£ Nwclient atemp right hand screen.
3 Program Files (3 Toolkit
.23 Obackup 0 Utils — —_——

& Recycled 2 windows File Folder ~ 4-Oct85 21:45
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LOOKING AT, AND ACCESSING, FOLDERS AND FILES

e COm e TOOTS e

= Michae! 420(C3)

= 6 el 4[l@] o Xe 2

All Folders Contents of 'CA'
.3 Michael 420 (C) :I MNarne | Size | Type Modified -
S Backups (3 5ackups | File Folder  12-Mow-86 20048 T
(1 Bkupexac File Folder  22-0ct94 953
(1Bmb File Folder  17-Mar-97 11:39
-1 Bp-cdrom =b-90 13:00
3 Comms As you can see, the Explorer | am using has been configured to open LUzl
-1 Dos_6_22 so that you can see all of the directories and files on the C drive. Your IuEREeIINEg
{2 Drivers Explorer may be configured in a different way - this is not a problem. If (SEgEERLEH
0 Foxwine you click on the little square to the left of the C drive icon which gastEEaE
[ Games currently has a minus sign (-) in it, you will see that the contents of the o34 7:37
{1 Macros C drive will collapse, and if you re-click on the square again (this time it pctds 742
{1 Michael has a plus (+) sign in it) the contents of the C drive will expand. o7 WE_DE
N . . . ec-95 1511
1 Mouse Another way to view or close the contents of drives or directories apart b 55 1426
1 Mouse Igi from using these little squares, is to actually double-click on the icons or ob-87 1145
{1 Netware folders! 97 1346
3 MNavell Dct-a4 752
O Nwclient (21 Program Files File Folder  3-Feh-95 17.04
{3 Program Files File Folder  G-May-95 B63
{3 Ohackup Recycle Bin - 3-Feb-36 17:27
-G Recycled File Folder  3-Fek-86 11:51
{3 Scenes File Folder  3-Feb-98 12:09
3 temp File Folder  20-May-97 1716
{3 Toolkit - File Folder  7-Apr-38 1337 LI

If you refer to the screenshot above, you will see that under the C:\ drive labelled
“Michael 420(C:)” there are numerous folders (directories) one of which is called
“Program Files”. If | double click on that folder, nine other folders appear. These nine
folders are called sub-folders because they are folders within a folder.

£

BE=]roqrc Files I
-0 Accessoties
#-C0 Comman Files
-3 1CWy-Intermet Connectid
#-0 Intemet Explorer

{1 Microsoft Exchange
7-C0 Qluick View Plus

-] Sapsis

-2 The Microsoft Netwark]

m—

For example, one of the nine sub-directories that has appeared under the Program Files

directory (the Parent directory) is called “Quick View Plus”.

If | double click on this

sub-directory, another four directories appear. These directories are sub-directories of
the Quick View Plus directory, which is a sub-directory of the Program Files directory.

Look at the pattern below...

£
H
=

f-0 Mowvell
f-3 Mwclient

=[] Pragram Files
7-(0 Accessories
Cormrmon Files
ICWHntermet Connection Wizard
Internet Explarer

[0 Microsoft Exchange

— =3 Quick Wiew Flus

—
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Lets take a closer look at working with the two Explorer screens. As you can see from
the screen print overleaf, the contents of the Winzip 95 directory (selected on the left

hand screen) are on view in the right hand screen.

|Coments of'C:\Program Files\WinZip 36

Size [ Type

\J Intemet Explarer

icrosoft Exchange o

@
%j Becvcled

=] Winzip.cnt
[# Winzip gid
& Winzip.hip
] winzip.ta
EDWinzip32 ex
[5] Winzipfm.dil
Swwz.com

[8] wefmaz.dil
ElWripsepe exe
[3] Wzshlextell

& Wrtutorhlp
@ Wawizare hip

2KE
1KB
BRE
BKE
5KB
AKE
5KEB
BB

9BKE
14KE
73KE
20KE

WinZip File
DIZFile
Text Docu
Text Docu.
Text Docu
Text Docu
Text Docu.
Help Cont

Shortcutto
Applicatio
Application
Applicatio
Help File
Help File

1
]
1

1
12-0ct-96 B20
12-0ct-86 6:20
12-0ct-95 620
12-0ct-96 B:20
10-Oct-37 347
12-0ct-95 B:20
12-0ct-96 B:20
12-0ct-98 6:20
12-0ct-96 620
12-0ct-96 B:20
B-Aug-87 10:16
12-0ct-96 B20
12-0ct-96 6:20
12-0ct-86 620
12-0ct-96 B:20
12-0ct-96 6:20

Lets take a closer insight to the right hand Explorer screen. Notice the screen is divided
into four columns, Name, Size, Type and Modified.

Contents of 'C:%Pragram FilashWinZip 95°

Mame i Size i Type i Modified i
Examnple. zip 2KB  WirZip File 12-0ct-96 &20
ﬁl File_id.diz 1KB  DIZ File 12-0ct-96 620
% License. bt EEB  Test Document  12-0ct-96 620
% Orrder. tat EKB  TewtDocument  12-0ct-96 620
=] Readme.tat 5KB  TextDocument  12-0ct-36 B:20
i»| “endor, bt 4B Test Document  12-0ct-96 620
% Whatsnew et BKB TewtDocument  12-0ct-96 620
EkB  Help Content... 12-0ct36 620
J3KE  GIDFile 26-Jul87 2102
34BKE  Help File 12-0et-96 &:20
KB TextDocument  12-0ct-36 B:20
S46KE  Application 12-0ct-96 &20
8KB  ApplicationE... 12-0ct96 &20
KB MS-DOS &ppl. 12-0ct-96 620
2KB  Shotcutto M. 12-0ct-96 620
17KE  ApplicationE... 12-0ct-96 E:20
96kE  Application 12-0ct-96 620
(%] Wwzshlext.di 14KE  ApplicationE...  12-0ct-98 620
= Wiztutor hip 73IKB  Help File 12-0ct-96 &20
7 Wwizwizard. hip 20KE  Help File 12-0ct-96 620

e Under the Name column is a list of all the Files and directories within a particular

directory.

e Under the Size column is the size of all these files and folders.

e Under the Type column is a description of what type the file or folder is, i.e. a Help

file, Word Document, File Folder etc.

e Under the Modified column is the date,

created.

the files or folders were last modified or
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SORTING FILES

‘ Contents of 'C:\Program Filez\WWinZip 95'

Sizal Type | Moadified |
2KB  wirZip File 12-0ct-96 620
12-0ct-38 620
12-0ct-98 620
12-0ct-96 620

84BKE  Application 120ct98 £:20

8KE  Application E 12-0ct-96 B:20

3KE  MS-D05 &ppl. 120ct-36 620

2B Shortcutto M. 120ct36 6:20

17KB  Application E 12-0ct-96 B:20

96KE  Application 12-0ct-96 B:20
L

14D C A00a00 coon

At the moment the files above are sorted in ascending order of name, however, to suit
you needs, you can sort the files in whatever order you want. Just by clicking once on
the “Name” button, the files will now sort from ascending to reverse alphabetical order
(‘Z to ‘A’); click once more and they revert back to ascending alphabetical order. This
rule does not just apply to the Name button, but also for the Size, Type and Modified
column headers also.

Name

You may want to view files and folders in ascending or descending order of
Name, so that you can access them quicker. For example, if you wanted to work
with a file that started with the letter Z, rather than having to scroll to the bottom
of the page to find the file, you could alternatively just do one simple click to sort
the files in descending order, and there you would have the file you require to
work with, right in front of you.

Size

You may want to view files and folders in ascending or descending order of Size,
because you are trying to find a largish file, or a small file, for that matter. Sorting
the files in order of Size would simplify your search for the file in question.

Type

You may want to view files and folders in ascending or descending order of Type,
so that, for instance, you can see all the Word documents bunched together. In
another example, you might be trying to locate all the screen-savers in the
Windows directory (.SCR extension).

Modified

You may want to view files and folders in ascending or descending order of Date,
because, for instance, you may want to open a certain file that you were working
on the previous day, but cannot remember its filename. If you sort all of the files
in descending order of date, the file you are trying to find will appear in the top
section of the Explorer screen and at this point, you will be able to recognise the
file that you wish to open.
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1
CREATING DIRECTORIES

In the examples below, | shall walk you through the process of creating folders and subfolders.
Before you start however, the following points are crucial.

o To create subfolders, you must first highlight the parent directory before
selecting File, New, Folder.

° To create parent folders, you must first highlight the specific drive
before selecting File, New, Folder.

[ Click on your C:\ drive icon so that it appears highlighted. Open the File menu
and select New, Folder (folder is an alternative name for a directory) and you
will see that a new folder will appear at the bottom of the right hand screen
prompting you to enter a folder name. lIts initial default name is “New Folder”.

Fltask hat
=] utils bat
[B] ¥ 95undo.dat
5] Wasundo.ini

O Type in a folder name and press enter - you have just created a directory and you
will see that it now appears in the left hand screen as well as the right hand
screen. For reference, in our example the directory | have just created is called
“Michael”.

-1 Fowwin26
-1 Games

{11 Macros
Wl dichae!
- Mouse

&0 Mouse lgi
-0 Metware

O Click on the directory you have just created on the left hand screen, and click on
the File menu selecting New, Folder. When you are prompted to enter a folder
name, do so. (For my example, | am going to call the folder “Test”). When you
have entered the new folder name, press enter and you will see that you have
now successfully created a sub-directory of the directory you created just
moments before.

Page 9 of 13
______________________________________________________________________________________________________________________________|

© Copyright AnswersThatWork.com, 9-Feb-2002.



AnswersThatWork Learning Windows Explorer

DELETING FILES AND DIRECTORIES

Deleting a single file

0

0

Click on the sub-directory you created (in my example it was called “Test”), right
click and you will see that a shortcut menu appears.

Select Delete from the shortcut menu that appears and you will then be prompted
with the message “Are you sure you want to send this item(s) to the Recycle bin”.
You then click on either yes to delete the item(s) or Cancel. Alternatively, with
the folders/files you want to delete highlighted, you can just press the Delete key
on the keyboard and that will also prompt you with the message stated above,
asking you to confirm whether or not you do want to send the item(s) to the
recycle bin or cancel. Please note, when you are deleting from a floppy disk or
from a network drive, the message that prompts you to confirm the delete is
different from the message that appears when deleting from your local drives.
Even though all messages differ slightly, they all imply the same thing - are you
sure you want to delete or not ?

Deleting consecutive files

0

If you require to delete ‘consecutive’ folders/files (files that appear on the display
one below the other), in the right-hand screen click on the first item you wish to
delete so that it appears highlighted, hold the Shift key down on the keyboard
and then click on the last item you wish to delete. You have now selected a
whole ‘consecutive’ selection. Now either do a right click selecting delete from
the shortcut menu that appears, or alternatively, just press the Del key on the
keyboard.

%] Egalago.img
™ Gdpanel.com

—

=] bonologo.img
8] Mousemat grp

Deleting multiple selections of files

O

If you want to select a multiple selection of files/folders which are now necessarily
showing in consecutive order on the screen, on the right-hand screen click on the
first item that you wish to delete so that it appears highlighted, and then hold
down the Ctrl key on the keyboard. You can now click on other items and you
will see that you can select a multiple range of items that do not appear to be in
any particular order. Now, after releasing the Ctrl key, either do a right click on
any of the selected items, and then select Delete from the shortcut menu that
appears, or alternatively, just press the Del key on the keyboard.

onobutirmg

ousemat.grp
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The Recycle bin

[ Scroll down the left pane of Explorer and locate the Recycle bin icon, right click
on it and select Properties, the ‘Recycle bin Properties dialogue box will now
appear on screen. Make sure that the same options are selected as below,
clicking on Ok once completed.

Note: Due to the way your PC is configured, the tab(s) you may have in your
‘Recycle bin Properties dialogue box’ may vary from the example below. If you
have a Global tab, select the following options in that tab and these options will
apply to all drives.

Recycled Properties [ 2] x]
Genaral Global |Michae\420(0)| 21gb ()]
€ Configurs drives indspandantly
 LJse one seting for all drives;

I” Do nat move files to the Becycle Bin.
Remove files immediately on delete
1

10%

Meximum size of Riecycle Bin (percent of each drive)

¥ Display delets confirmation dialog

O As a test, set up a temporary directory and Copy some files at random into this
directory. Once completed, delete this directory, confirming the deletion.

O Locate the Recycle bin and open it by double clicking on it. Inside you will find
the files that you have just deleted. As you can see, when files/folders are sent to
the recycle bin, they are actually still recoverable; this is a safety measure so that
files you delete accidentally can still be recovered. To recover a file, highlight it,
right-click on it, and then choose Restore.
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1
COPYING FILES

The best technique to use to copy files using Explorer is to work with two Explorer
screens. This allows you to have one screen which shows where you are copying from,
whilst the second screen shows where you are copying to.

O With one Explorer already open, open another by clicking on the Start button and

selecting Explorer. You will obviously not be able to view both screens at the
same time, but to switch between the two Explorer screens, simply click on the
relevant button on the Taskbar.

e —= e P

i Folders | Contents of '
Desktop | Size [ Type [ Modified
F- 5 My Computer File Felder T8un9E 12,09
= 3k Fils Foldsr 18Jun96 1307
Fils Folder FJUEE 1232
Fils Folder 1EJun-gE 1414
= ;E-] Lo oot " . File Folder 12Nov-96 1801
% prps on e seftware mon ity & File Folder 18Jun9E 12,00
sm_gensrsl on Le_saitwars_man [l File Folder 18Jun96 1208
&2 Lsm_development on 'Le_software_man' (L)
! ) Fils Folder 10GepdE 11456
11-52 Guw_lom on Le_software_mantLsm_generalvipps' (03] :
-2 Docurnts on ‘Le_software_manLsm_general' ] File Felder 105ep36 12:40
25 Sym on L. softwmremart ) File Folder 1M aGT 326
~E3 Control Fanel File Folder 204ug 96 532

{2 Printers File Folder 18Jun96 1300
‘(g8 DialUp Metvaorking 18Jun36 1201
-2 Metwork Meighborhood 14Map97 1253
% Recycls Bin To switch between one Explorer screen to the XNl
other, simply click on the relevant button on the [ EEgEER]
Taskbar. 26Feb97 11:21
6Feb-97 17.05
- Sugd7 15:31
File Folder I1-Map97 1805
File Folder 6-0ct97 .40

File Felder 20-4uSE 332
File Folder 18Jun g6 1301
Fie Folder 26Feb37 11:28
File Folder 28Nov-35 1131
File Felder 190un8 1255
object(s) [10.7MEAEK free space: 70.0MB)
RStar | (5] Exploring - C:Alonis |[GyExploring - ©:% <4

[ with all of the relevant ‘folders or files that you want to copy ‘highlighted’ on the
right hand screen, do a right click on any highlighted file or folder and select
Copy from the shortcut menu that appears. (Alternatively you can also select
Copy by pressing the key combination Ctrl + C, or by choosing the Edit \ Copy
menu option).

|:| Switch to the second Explorer screen and position vyourself in the
[Drive][Directory][Subdirectory] where you want the selected items copied to, do a
right click anywhere in a white space in the right-hand windows and this time
select Paste. (Alternatively you can also select Paste by pressing the key
combination Ctrl + V, or by choosing the Edit\ Paste menu option). You will
now see a status window appear on screen with files moving from one folder to
the other — this is your confirmation that the relevant files are being copied.
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MOVING FILES

[ As with the copying of files in the previous section, the best technique to use
when Moving files is again to work with two Explorer screens.

With one Explorer already open, open another by choosing Windows Explorer off
the Start button.

[ with the folders/files that you want to Move highlighted on the right hand screen,
do a right click on the highlighted selection and select Cut - you will notice that
the items that you have just cut will suddenly become greyed out. They will
remain like this until you move them to their correct destination and at that point
they will disappear from their original source folder.

O By now you should have an idea as to what to do next. Switch to the second
Explorer screen, position yourself within the destination
[Drive][Directory][Subdirectory], and then do a right-click in a white space in the
right-hand pane and select Paste.

O Alternatively, with all of the items that you require to move highlighted, on the
keyboard press the key combination Ctrl + X (which is the key combination for
Cut). When you are ready to paste the files, position yourself in a white space in
the destination folder and then press the key combination for Paste (Ctrl + V).

O Alternatively again, with all of the items to be moved highlighted, choose the
“Edit\ Cut” menu option. When you are ready to paste the files, position
yourself in a white space in the destination folder, and then choose the
“Edit \ Paste” menu option.

Key combination Details
Ctrl+C To Copy
Ctrl +V To Paste
Ctrl + X To Cut
Ctrl + A To select all

000000000000000000000

Page 13 of 13

© Copyright AnswersThatWork.com, 9-Feb-2002.



