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Tutorial #4: 
1) Moving Files 

The process of moving files from one place to another is almost the same as copying. What is different is this: when right-clicking, or choosing Edit from the menu bar, you do the following

1) Select your file. 


2) Choose cut instead of copy 

3) [image: image7.png]Go to the drive or directory where you want to move the file and select paste. 
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ACTIVITY #5
Move a file by doing the following: 

1. Select test-doc file on your desktop. 

2. Right-click on one of the files and choose Cut. 

3. Go to My Documents and delete the test-doc file that is already there. (You can delete by selecting the file and pressing on the delete (or del) key).

4. Right-click and select Paste. 

5. Select test-doc in My Documents. Then select Edit > Cut from the menu bar


6. Click on the desktop, then select Edit > Paste from the menu bar.


7.  To rename this file,  Right-click and select Rename. The text will be highlighted.  Type test-final. 
2) Deleting Files

Deleting files and folders is easy - almost too easy! You can delete in three (3) different ways:
1) Select the file or folder and press the delete key (del)


2) Right-click the file or folder and choose delete. 


3) Drag the file and drop it on the recycle bin on your desktop 

	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 that you wish to keep! 
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ACTIVITY #6

When you delete a file or a folder, it is sent to the recycle bin.  Here, the files are not deleted until you empty the recycle bin. To do this: 

1) Right-click on the Recycle Bin icon on your desktop


2) Select Empty Recycle Bin

3) Searching for Files

Sometimes, when you move or save a file, you can have trouble finding it. 
If you can't find, the Search feature within Windows Explorer can help. You can find this tool by selecting 
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 (bottom left corner) > Search > For Files or Folders

The Search Companion will ask you what you are looking for. You can select Documents (word processing, spreadsheet, etc.)  or All Files and Folders. In either case, you indicate the file name, or a portion of it, and where on your computer to search. Both options  also provide Advanced Options that allows you to use other kinds of search criteria.
Under search for All Files and Folders, you can even type in words or phrase that appear within the file itself. 
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ACTIVITY #7
Use the search feature to find your test-final file.
1. Use the search for Documents option to search for this file by putting in only part of the file name.


Use the search for All Files and Folders option by typing your name, as you did within the test-doc file, into the A Word or Phrase in
iSisters Technology Mentoring © 2007 www.isisters.org                              
- 1 -

