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File Management in Windows XP
Miller
· Locate and open the “My Documents” folder.
· Notice the default folders under “My Documents”.

· My Music

· My Pictures

· My Videos

· My Webs

· Notice on the left hand side is the task bar with file management buttons

· Create a new folder within “’My Documents” called FTL4.

· Notice there are several ways to do this:

· Right click the mouse and choose New( Folder

· Choose “Make a new folder” from the task bar at the left

· Open this FTL4 folder.

· Right click to open dialog box and choose New and create a Word document.

· Word should open and you can type a sentence or so and then save this file to your new FTL4 folder.

· Right click on the file that you just created.

· Several options for file management from this dialog box
· Open the file

· Create a New file

· Print the file

· Scan for virus

· Choose which program to open the file with

· Send to: choose to send the file to another drive, etc

· Cut, copy, delete

· Rename- can change the name of the file

· Properties- several attributes including changing the program that opens the file, changing the security attributes for the file
· Right click and choose Properties, under the General Tab, choose Advance
· Archive settings

· Choose fast searching to assist with finding the file using the Windows file search 

· Security- Encrypting
· To protect your file, choose the Encrypt contents to secure data


· Choose Details to see who can view this file

· Lets also examine the START menu under XP

· Notice that frequently used programs have icons on the left side of the menu

· Notice that on the right side is an icon called My Recent Documents
· From here you can open recent files you have been working with

· Icons to other folders such as My Pictures and My Music are also on this menu by default

· While on the start menu, lets choose Control Panel
· This XP  view of the control panel has grouped together similar files you might need for a given task

· Choose Add or Remove Programs
· Here you will find a list of all the programs on your computer

· This is where you go if you need to remove software that you no longer need to use
