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	Creating a Folder


1.) At the desktop, right-click, then point to new, then point to Folder then click to create a new Folder.  A Folder with the selected name/title ‘New Folder’ appears immediately on the desktop.  If you immediately start typing, the characters you type will appear under the Folder you have created.  Type in the name as ‘First Folder’ and enter it.  Once you have hit the enter key the name is displayed as the title of this new folder.
Folder and document names should describe the contents of the folder or document.  This helps you to recognize its purpose later, without having to open it.  Folder names should be unique and should be easy to type, as well as descriptive to a user.  Windows does not allow two folders with the same exact name at the same directory level.  
Folder naming rules
Illegal folder/filename characters: 
· \    (backslash) 
· /    (forward slash) 
· :    (colon) 
· *    (asterisk) 
· ?    (Question mark)
·  "   (double quotes) 
· <   (left angle bracket)
·  >  (right angle bracket) 
· |    (pipe) 
If you try to type one of these characters while naming a folder in Windows XP it won’t let you enter it.  Try it!
Up to 255 characters (letters and numbers) are allowed; single quotes and spaces are allowed.  A file name may be up to this including its extension.
	Renaming a Folder


· You can also rename a file or folder by right-clicking it and then clicking Rename. 

2.) Next, right click and point to and click rename to rename your folder to whatever your name is + the word ‘documents’ i.e. Ed’s Documents.

3.) You should next type the desired folder name and hit the enter key.

	Deleting a Folder/Using the Recycle Bin


4.) Now, right click your folder and point to and click ‘delete’ to delete this folder.  Double click on the recycle bin to see that this folder is now located there.  Point to and click on your folder in the recycle bin to select it.  Now point to and click ‘restore this item’ under Recycle Bin tasks.  This restores your folder to the desktop.  

5.) Repeat Number four only this time after double clicking the recycle bin, click ‘empty the recycle’ bin.   The recycle bin empties its contents and the folder is no longer retrievable.

	Working with multiple Folders


1.) Next Create a Folder on the desktop for six different classes that you have taken.  
2.) While holding the ‘Shift key’ down select the upper left most icon on the desktop then click on the lowest most right icon on your desktop.  This should select all of the icons on your desktop at once (including the ones you just created).
3.) You should see that all icons are selected.  Try to right click on any one of the icons for a shortcut menu to delete the selected icons.  What happens?

4.) Now try to right click and delete the recycle bin.  What happens?

1.) Holding the shift key down, try to select any of the three folders that you have created.  What happens?

2.) Now holding the control key down, try to select any three of the folders that you have created.

3.) Next, right click any one of the selected folders, then point to and click delete the selected folders.

4.) Restore these folders from the recycle bin.

	Questions


Why should a folders name describe its contents?

Can I use an asterisk in a folder name?

Are spaces allowed in folder names?

How can you create a folder on the desktop?

How can you rename a folder on the desktop?

How can you delete a folder on the desktop?

Where do folders go when they are deleted? 
Is a folder an icon?

Can all desktop icons be deleted?

What is the difference between the shift key and ctrl key working with folders?  
	Using My Documents/Creating sub-directories


1.) Next, create a Chapter One Folder inside of each folder that you have created on the desktop.
2.) Go to the ‘my documents’ folder and create the same subject folders at this directory level.

3.) Continue to create a Chapter One Folder inside of each of these folders.
	Dragging Folders


1.) Restore down the ‘my documents’ directory, then move the window (by the title bar) so that you can see both the folders you have created under ‘my documents’ and the ‘recycle bin’ on the desktop.  

2.) One at a time, click and drag each of these folders from the ‘my documents’ directory over the recycle bin on the desktop and release it.

3.) Are any of these folders still visible in the ‘my documents’ directory?  They shouldn’t be.
4.) Restore all of the folders from the recycle bin.

5.) Next drag the folders to your jump drive directory.

6.) Are any of these folders still visible in the ‘my documents’ directory?  They should be.  When you drag to another disk a folder is copied not moved.
	Dragging Multiple Folders


1.) Again open the ‘my documents’ window with its window restored down.  
2.) This time, select all of the folders you have created at once.

3.) Now click and drag any one of the selected folders over the recycle bin and release it.
4.) Open the recycle bin.

5.) How many folders are there?  There should be at least six.
6.) Empty the recycle bin.
	Copying Folders


1.) Next, one at a time, right click each folder on the desktop.  Point to and click copy.
2.) With the ‘my documents’ directory open, right click in any available white space beneath the address bar.

3.) Point to and click ‘paste’.
4.) What happens to the original copies of your folders on the desktop?  They should still be visible.  
5.) Finally, select and delete all of these folders from the ‘my documents’ directory.
6.) Repeat the above activity only first select all of the folders in step one at once.

	Cutting Folders / Using the Jump Drive


1.) Next, one at a time, right click each folder on the desktop.  Point to and click ‘cut’.

2.) Open your ‘jump drive’ from the ‘my computer’ location.  This can be achieved by double clicking the drive letter associated with your jump drive once it is connected to your machine.

3.) Right click in any available white space beneath the address bar.

4.) Point to and click ‘paste’.

5.) What happens to the original copies of your folders on the desktop?

6.) Repeat the above activity only first select all of the folders in step one at once.

7.) Next hit ctrl + z. What Happens?

8.) Now hit ctrl + y.  What does this do?

	Questions


1.) What is a subdirectory?

2.) How does copying and pasting work?

3.) How does cutting and pasting work?

4.) Can I copy and paste more than one thing at once in Windows?

5.) Can I cut and paste more than one thing at once in Windows?

6.) What location can I go to easily see my Jump Drive’s Root Directory?
7.) What will ctrl + z do?

8.) What will ctrl + y do?
EXTRA:  Hit ctrl + z (undoes last action in Windows); Hit ctrl + y (redoes last action in Windows)
	Using My Computer/My Documents (multitasking)
Progressive Reinforcement


1.) Create the above folders under the Root Drive using ‘my computer’.

2.) With the ‘my computer’ window restored down, select all folders you created and then copy them to the ‘my documents’ folder using the file menu.
3.)  Remember that you can also switch between locations by using their respective task buttons on the taskbar.

4.)  After you have copied the folders, hit ctrl + z.  What does this do?

5.)  Now select all of the folders and cut and paste the folders from the ‘my computer’ directory to the ‘my documents’ directory using the file menu.

6.)  Next, hit ctrl + z.  Then, hit ctrl + y.  What occurred with the last two shortcut commands?

7.)  Finally, use the Windows Find utility to locate one of your folders.

