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File Management 
August, 2006 

 
Concepts: 
 

1. Navigating the network 
2. Saving files 
3. Organizing files 
4. Using portable media 

 
I.  Navigating the network 

a. There are several ways to look at and navigate the network from 
your computer.  The easiest way may be to double-click the “My 
Computer” icon.  You will then see a window with all of the 
drives and resources (CD, floppy, camera, etc) available.  

b. You probably want to see the files in a list, so choose “View” from the menu bar 
above and select “List”.  Note the red arrow is pointing to the logged-on user’s 
Home Directory or “H” drive. 

 
 
 

 
 
 
 
 
 
 
 
 
 

 

Hint:  If you want to view each 
folder in a separate window, 
go to Tools>Folder Options. 
Under the “General” tab, go to 
“Browse Folders” and select 
“Open each folder in its own 
window”.  
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TIP:  Save your document as soon 
as you start it, and save often. 
(Control S) 

c. Another way to see the network and work with files is to use Windows Explorer 
Windows Explorer can be used to organize and manage 
your files.  To access, right-click the Start menu and 
select “Explore.”  This options gives you two adjacent 
windows to assist in moving files from one place to 
another.  More on this later. 

 
II. Saving Files—Files should always be saved to your “Home” directory.  It is identified by 

your username.  It looks like the screen below, but with your username.  Never save to 
the “My Documents” folder, as you could lose that information if the computer is worked 
on, re-imaged, or it breaks! 

 
To Save: 
a. Click “Save As…” under the “File” Menu. 
 

b. Navigating to Home Directory. 
c. Name the file. 
d. Select “Save.” 
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II. Organizing Files—As individual files accumulate in your Home Directory, they will 
be difficult to find, so you need to organize them, much like you would clear papers 
from your desk and organize them in a filing system.   
a. The first step in organizing your files is to think about how you would like them 

structured, based on what you do and how you think about organization.  A 
couple of examples: 

 

 
 

b. Adopt consistent methods for file and folder naming.  
Develop a naming scheme for the kinds of files you create 
most often and then stick to it.  Be descriptive, the files on 
the right have very vague names.   

 
c. Naming files—Keep names short, even though Windows 

allows you to use long file names, it does not necessarily 
mean you should.   Long names produce cluttered displays. 
Brevity promotes clarity.  To rename a file, Right Click on the file name or icon 
and choose Rename by typing a new name to replace the 
highlighted old one. 
 

d. Placing files in folders.  Now 
that your files have more 
descriptive names, let’s 
organize them by putting them into folders. 

 
 
 
 
 
 
 
 
 
 

Let your folders do some of the 
naming. For example, rather than 
create a file called Great American 
Novel Chapter One First 
Effort.doc, you can build a 
structure like shown above. 
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e. Create a new folder by right clicking on an empty space in your H: drive and 
selecting New and then Folder.  A folder icon will appear.  Give the folder a 
descriptive name. 

f.  
 

 

g. Another option for creating a folder is go under the “File” menu, choose “New” 
and then choose “Folder.”  A new folder will appear. Type the name you want for 
the folder right away. 

 
h. Click on the “New Folder” words once and type the name you want for the folder. 

 
i. If you do not type the name 

in right away, you can click 
on the “New Folder” words 
once and rename the folder. 

 
j. New folders always appear at 

the end of the folders and 
files. To put the folders and 
files in the right order, go to 
“View” on the top menu bar 
and choose “Arrange Icons.” 
If you choose “by name”, it 
will put everything in 
alphabetical order. 
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k. Saving a file you are working on in a folder that does not exist. 
 

i. First do a “Save As” from “File” on the menu bar, and follow the steps in 
the illustration below. 

 
 
l.  Using Windows Explorer Windows Explorer can be used to organize and manage 

your file.  To access, right-click the Start menu and select “Explore.” 
a. Navigating 
b. Creating Folders 
c. Moving files—You can drag & drop, or cut, copy and paste 

 
 
 
 
. 
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III. Portable media— 
 

USB or “thumb”drive Read/writable, portable, easily accessed via USB 
port, variable memory. 

CDR Read-only CD.  Files can be taken from the CD but 
not written to the CD 

CDRW Files can be read from or written to the CD.  
Requires computer to have a special drive and 
software to write to the CD.  CDs can be written to 
once or often until filled, depending on how they are 
formatted. 

DVDs Hold more than CDs.  Otherwise, about the same 
functionality as above two. 

“Floppy” disk Limited capacity. Most unstable. Many computers 
do not come with floppy or “a” drives 

External hard drive Can be added.  Usually USB port 
 

 
 
Other hints and tips 
 

1. If you cannot locate a file, you can use the “Search” or “Find” function in the Start 
menu. 

 
2. Avoid big folder structures.  If you need to put so many subfolders in a folder that 

you can’t see all of them at a glance, consider reducing your folder structure. 
 

 
3. Use shortcuts and shortcut links instead of multiple copies.  The shortcuts can point to 

the same document from many folders. 
 
 

 
 

 
 
 
 
 
 
 
  
 


