
Managing Your Files 

 

The contents of your files and folders are important assets and should be managed 
carefully. Managing your files involves: 

• Creating appropriately named folders, and storing your files in the correct folders 

• Using appropriate file names to identify files and file versions 

• Deleting obsolete copies of files to avoid confusion 

• Keeping additional copies in safe places in case a file gets lost or damaged  

 

My Computer 

Most computers in the Faculty of Education use the Windows operating system, which 
provides standard interfaces for accessing files on the computer and the QUT network. 
The interface below can be accessed by double-clicking on the My Computer icon in 
the upper-left corner of the screen. 

 

 

 

This screen gives you access to all drives on the computer including the floppy disk (if 
your computer has one), the hard drive (C: and D:), the CD/DVD drive (E:), and all 
network drives which you are currently connected to. Double-clicking on any of these 
drives will reveal their contents in the same window.  

 

 



WINDOWS EXPLORER  

For a more detailed view of your data, the Windows Explorer interface displays the 
drives in the left-hand pane, and the contents of the selected drive in the right-hand pane. 
To access the interface below, put your mouse pointer on the start button in the lower-
left corner of your screen, press the right mouse button, and choose Explore from the 
menu that appears. 

 

 

 

 

 

Think of the Windows Explorer as a filing cabinet with folders inside of filing drawers. 
This structure is represented in the Windows Explorer with a "tree" type of appearance -- 
directories are in drives; files are in directories, etc.  

On the left side of your Explorer window are the folders in your chosen drive. The 
Explorer view begins with Desktop, followed by My Computer, and lists all your drives, 
followed by other folders or programs contained within the Desktop and My Computer.  

Your directory structure is indicated by the indentation levels in Explorer's left pane. On 
the right side are the files and folders that are contained within the folder you select at 
left. Your selected folder appears to be open, with its contents displayed in the panel to 
the right.  

A minus sign on a folder means that it is fully expanded. A plus sign on a folder means 
that more files are contained inside it than are visible.    
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Creating Folders 

The structure and naming of folders can be used to simplify file storage. You can create 
folders for specific aspects of your work, and the folders names can be used to describe 
their purposes, such as: “Personnel”, “Research”, “Projects” etc. Folder names are 
allowed sufficient characters to create long descriptive names if needed. You can use 
blank spaces, but you cannot use any of these characters:  \ / : * ? " < > |. To create a 
new folder:  

1. Put the mouse pointer on the right side of the explorer window (where you want 
a new folder to be)  

2. Click the right mouse button 

3. Choose New from the menu that appears 

4. Choose Folder from the next menu 

5. Click in the new folder and type in the name. 

Finding Files 

If you save a file, and then can't remember what you named it or where it was saved, you 
can search for the file using the Windows Find feature. Windows allows you to locate 
files based on file name, a portion of a name, date, and/or the text included in a file. To 
conduct a search:  

1. Right click on My Computer 

2. Choose Search from the menu - the Search dialog box will appear - which 
looks like the image below 

3. Click on the Search button 

 

Here are some examples of ways of searching: 
 

• You saved a Word document to your D drive but you can't remember the name or 
where it was saved (but would recognize it). The syntax for searching would be:  

 

•   *.doc (show all files with a .doc extension) 

•   *.ppt (show all files with a .ppt extension)  
 

Using a basic search, you can indicate  
 
• the file name or part of the file name 
 
•  a word or words in the file itself 
 
and search either your entire computer, or 
any drives or directories that you choose.  

 



The completed search will open a window in which the file or files which match your 
criteria will be displayed. The resulting search window allows you to open, delete, move, 
and copy files.  
 
Saving Files 

Although Windows Explorer is not used for saving files, this operation will be covered 
here, as it requires familiarity with the directory structure of Windows in order to know 
where to save or retrieve files when using applications.  

When saving any document, using any application, follow these steps:  

1. When you are ready to save a file, click on File, Save As  

2. When the Save As dialogue box comes up, click on the little triangle button at the 
end of the Save In box to display your drives.  

3. Scroll to the drive which you want to save the file in, then double click on the folder 
which you wish to save the file  to. You will then see that folder pop into the Save In 
box.  

4. In the File name box below, enter your choice of a filename – you can use as many 
characters as you need including spaces, but don’t use “\ / : * ? " < > |”. 

5. In the Save as type box, you notice that the application being used is already in the 
box. If you wish to save the file as another file type (i.e. text only, etc.), click the 
little triangle button at the end of the box to select.  

6. Lastly, click on the Save button. 

Copying Files 

You can use several methods for copying (and moving) files:  

• right clicking,  

• clicking a toolbar icon,  

• clicking edit, copy on the menu bar,  

• pressing <control><c> on your keyboard, or  

• dragging your files to another location. As you gain more experience and confidence, 
you will probably use the dragging option more frequently. Initially, you may prefer 
the other options.  

Basically when copying files from one directory or drive to another, you are going to 
select the file, then use one of these methods to copy it to another location.  

Copying Files from the Menu Bar 

• Click once on a file on your disk, on the menu bar choose edit, copy.  

• Navigate to the directory folder where you wish to place your file. Select it by 
clicking on it once.  

• On the menu bar choose edit, paste.  

 



Copying Files from the Keyboard  

• Select a file on by clicking on it once, press <control><c>  (hold down control while 
you press the letter c). Then release it--you have just copied it.  

• Navigate to the directory where you wish to place your file. Select it by left clicking 
once.  

• Press <control><v>  (hold down control while your press v).  

Copying Files by Dragging with the Mouse  

NOTE: You need both directories visible to use this option. Or you can open up Explorer 
again and move the windows around for good viewing.  

• In one window locate the file to be copied.  

• In the 2nd window scroll to the desired target drive and folder so that it is visible.  

• Click and hold the left mouse button on the file in the first window and drag it to the 
2nd window to the desired folder: 

If copying it to the same drive, hold down the letter C on your keyboard while  you drag it 
(Remember: C for copy!), if copying to a different drive, just drag it. Drop it precisely on 
the folder to which it will go. A small box will be visible around the selected folder, so 
that you can drop it within that folder. If you miss, check the folders above and below 
your selected folder to see if the file landed there. Otherwise, you may have to search to 
locate it.  

TIP: You can copy several files at a time by  

• Left clicking on 1 file, hold down the 'Ctrl' key while you select the other files  

• Release the Ctrl key and on any one of the selected files drag to desired location.   

Moving Files 

The process of moving files from one place to another is essentially the same. 
When right clicking, or choosing Edit  from the menu,  

• Select your file.  

• Choose cut  instead of copy   

• Then go to the drive or directory where you want to move the file and select 
paste .  

Note: Dragging files only copies files -- they remain in 2 places. Also, remember 
you can move multiple files in the same manner as described under 'Copying 
Files'. 

Deleting Files 

Deleting files and folders is easy - almost too easy. Here again, you have several options: 

• select the file or folder and click the delete icon on your toolbar 

• select the file or folder and press the delete key (del) 



• right click the file or folder and choose delete.  

• drag the file and drop it in the recycling bin on your desktop  

Unless you have indicated in the recycle bin that you wish all files that you delete to be 
permanently deleted, and unless you are on a floppy drive, deleting will merely send 
your files to the recycle bin, from where you can permanently delete them later. 

WARNING: When you delete a folder, you delete all files in that folder. Before deleting a 
folder, be sure that it does not contain files you wish to keep! Remember, only files 
deleted from your hard drive can be retrieved from the Recycle Bin. 

 

 

 


