My Documents — where are they? (Windows XP)

1. My Documents is the place on the computer wt where you
store items which you have created. : =
These items are called Files. My
Documents Qis like a big Filing Cabinet
containing lots of Files and Folders ©
containing Files. These Files can be of

any sort. My Documents Uis shown as a
Window on your screen when it

is open.

My Documents Qis also known as Windows
Explorer because it allows you to find items.

2. To access My Documents Ziyou can
Either left-click on Start [EEand

then

left-click on My

Documents
Or you may find that on the Desktop you

can double click on My

' My Ducuients
::’} My Picture

__:r My Music

g.! My Computer

‘g My Metwork Places

Docu ments B’ Contral Panel
3. You will -
see a == @ (¥ JOsemch [ rolies | [
. Mams - Size | Type Date Modfied
Wlndow Fibe and Folder Tasks L0 Fila Faldar 05/0172007 1547
9 Moke 3 o Fokder el _12 08 Fia Feldor 22/12/2006 11:34
1 L2 amP0Z_02_07 Fia Foldar 020312007 10:22
Somethlng (3] ?f‘lt"ﬁ foldar ko the £ Inee_3_07 il Feldar D9/05[2007 10:14
. . £ : 93P _05_07 Fila Foldar 04052007 12:42
like this. b B Gy £ 3mP05_01_07 Fia Folder 12/01/2007 10:21
. ) amPe_12 06 Eia Folder 21212006 11:35
3 3mP00_03_07 Fila Faldar L1J0S[2007 10:105
Th 1S Sh OWS ichildeiocs =) P10_11_06 Fi Feldar 01/12[2006 10:56
the (& Doskiop S ame11_05 07 File Folder 11/0S/2007 12:58
=) Shered Documents C23nP12_01_o7 Fils Faldzr 12j01[2007 13:27
gt ) FenP 1304 07 Fiba Feldar 13042007 11:44
FOIderS @ ii:::twukﬁaces ) W015_12_06 Fike Feiider 02032007 10:45
. Coamei6_0e o7 [% Fi= Folder (2032007 10:08
DamP16_03 07 Fie Folder L6/OE[2007 12:00
WhICh are (23R 17_05_07 Fils Faldar 170052007 11:41
. 33219 01_07 Fila Faldar 122 [Z007 16:5
contained PTO
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in My Documents ©along with some details. It may
instead have a series of icons depending on which View
Menu you have selected.

4. If you left-click on the Button for Folders
get a different Window. e

% My Documents

Folders y0U W| I I

@Ea:k - il *,,r 7 ) Search Folders j—

Fedders x lame Size  Type [vake Modfied
(2} peskrap 3 imP Filz Falder 0512007 13:17
= 5 My Dooumenis 1 JimPO1_12_06 File Faldar 221242006 11:35
) Jivp ) JimPOZ_02_07 File Folder 02/03]2007 10:22
120 JmPOL_12_08 L) JimPO2_03_07F File Faldar 090032007 10:14
=) JmPOE_0z2_07 () JimPO4_05_0F File Falder 04052007 12:42
(3 JmPoz_03 o7 ) dimPOs_01_oF File Falder 12012007 10:21
[ JimP04_05_07 ) JimPOB_12_06 File Faldar 221212006 11:36
3 JenPO5_01_07 L) ImPOS_03_0F File Faolder 11J05/2007 10:15
127 JimPE_12_08 ) JimP10_11_0& File: Falder 011 2{2006 10:55
# =3 JmPIE_03_07 ) JimP11_05_0OF File: Falder 11J05/2007 12:58
23 JmPLO_1L_06 ) dimP12_01_0F File Folder 12J01f2007 13127
(=3 JrmP11_05_07 1 JimP13_04_07 File: Faldar 13042007 11:44
=3 2enP1Z_01_07 LI AmPLS_12_06 File Folder 02/03/2007 10:15
120 JmPL3_04_o7 )JimP16_02_OF File Falder 0202007 10:18
) JmP1S_12_06 L JimPLE_03_07 File Falder 1603/ 2007 12:00
|2 JmP L& 0Z_0F L) dimP1F_O5_OF File Falder 17052007 12:00
3 JmPi6_03_07 1 JimP19_01_07 File Folder 12022007 16:39
(3 JenP17_05. 07 [ JimP20_04_o7 Fil Foldsr 20/04)2007 12123
B £ JmP19_01_07 ) JimP22_12 06 File Faldar 050012007 1:3:17

This Window is split into two sides. The right hand side is
a breakdown of what is contained in the left hand side
highlighted item (in this case My Documents = 3). To
highlight an item left-click on it.

Notice that next to the &icon thereisa —in a
box . This means that there will also be a
breakdown below the highlighted item. If a +
shows then the breakdown is not shown. You
can click on these to change between the
views,

Cesktop

LD My Documents
N_, My Computer

_! My Metwork Places
2| recyele Bin

5. Folders have an icon . Files have different icons
depending on what type of file they are. The type of file is
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indicated by its file extension. For instance a document
from Open Office would have the form eg letter.odt where
.odt is the file extension. The type of file is indicated by
an icon #as well. Typical file extensions are .jpg for
photos, .doc for Microsoft Word documents.

6. What you see depends on what you
select under the Menu View (or on the = & Favorites  Took

. Toolbars 3
BI.IttOI‘I Ev ). G Back Skatus Bar
el Explorer Bar b
Thurmbnails
Tiles
Try these out to see the difference. You feons
have the choice of | ® Detals

o Thumbnails — gives you a little picture to = amsngetonsty »
indicate what is in the file, =

o Tiles — gives you large icons to indicate f)3 Refresh
the type of file,

e Icon - gives you small icons to indicate the type of file,

o List - gives you smaller icons to indicate the type of file and
puts them in a list.

o Details — gives you icons as in List but with added details of
eg Size of the file, Type of file and Date the file was

Modified. Other details can be added.

Fle Edit “iew Favorites Tools Help

QBack > | T]L ‘/.-‘: Search |~ Folders El‘

Faolders x Marne Size | Twpe Date Modified
|2 JiP File Folder 05/01/2007 13:17
[C)3imPOL_12 D& File: Folder 22}12)2006 11:36
[=)3imPoz_Dz_07 File Folder 02/03/2007 10:22
=) TmPOL_12_06 ) JimP0z2_03_07 File Folder 09/03/2007 10:14
) ImP0z2 02 07 ) JimP04_05_07 File: Folder 04/05/2007 12:42

Other options such as Filmstrip, eg when you select
My Pictures@, and Customize may be available. PTO
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You will find that different views have advantages for
different uses. If you are looking at picture files then
selecting the option Filmstrip allows you to see a thumbnail
of the picture as well as an enlarged picture of the file
selected.

7. You can sort the files by left-clicking on the relevant
Details column. Supposing you wanted to sort them in
order of Date Modified. You left-click on the sz;;j;;:‘f;m %
head of the column to sort it in ascending or tofofons 1.7

descending order (indicated by the arrow) and ;06 1056
similarly with the other columns.

8. There are a number of

Buttons on the File Edit ‘iew Favorites Tools  Help
ToolBar. These allow Qs - @ - (T ) sesrch [ Foiders | [7]-
you to navigate around rouers X Name

the Folders and Files. You left-click on these to select
them.

e Back Q e .takes you to the previous Window in My

[+ Documents. There is also a drop-down Menu
available by left-clicking on the arrow to allow
selection of how far back.

e The Forward arrow ., _takes you to the next Window
(and will only %appear if you have previously
selected Back).

o Up 4 takes you up to the next level in the hierarchy eg if
you have selected a Folder mwithin My
Documents 2and you left-click on the Up arrow it

will take you to My Documents .

e Search .. allows you to look for Folders and Files eg

by <filename or by text within the file (if you

Folders
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left-click on the Search Companion dheetoyeseasr 5 ),
Companiar, E{_"')
» Folders — see paragraph 4 above.

9. Sometimes you may want to create a New Folder either
in My Documents &ior in an existing Foldero. Left-click
on the File Menu and Edt Yiew Favorites Tools  Help
then slide the pointer F
onto New and then onto -

Folder and left-click. A New Folder EEE lappears in the
Folder in which you started. Type the name you want to
call it by and press Enter.

10. If you want to rename a File you can
Either left-click on the name and type in the new name
Or for Folder or File left-click on the File Menu and then
on Rename and type in the new name.

11. You can copy and paste or move Folders and Files
using the Edit Menu or shortcuts. First left-click on the

Folder or File you wish to work on. Then [El ve Favortes  Toos
left-click on Edit and the drop-down Menu 2= ©
shows the alternatives such as Cut, Copy, , chinc
Paste. Paste will only show as selectable :

when something has already been Cut or | . o
Copied (ie it is held in the Clipboard).

Where Copy to Folder... or Move to e
Folder... is selected a further Window

opens allowing selection of the destination.

[+

12. The shortcuts are as shown in the drop-down Menu and
are much easier to use. These are (with both keys held
down together): PTO
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Ctrl X = Cut (ie remove the highlighted item and put it into
the clipboard, a temporary store, for use later)

Ctrl C = Copy (ie take a copy of the highlighted item and
put it into the clipboard for use later)

Ctrl V = Paste the item in the clipboard onto where the
Cursor is.

Ctrl A = Select All the items in that Folder.

You can always Undo the last actions using Ctrl+Z as
many times as you want.

aals HE||:|

13. Selection of Folder Options... by left-

Map Metwork Drive, ..

clicking on Menu Tools allows various Disconnect Network Drive...
options to be set up such as how the synehronize.
Folders or Files are displayed and what S IPes 06 O
happens to the Window in My e
Documents Zlast used when you first switch on the
computer.

Wim (XP) My Documents — where are they? (Windows XP) page 6 of 6

© Pass IT On  Scottish Charity Number: SC 033560  www. passitoncomputers.co.uk  info@passitoncomputers.co.uk

Charities and non-profit organisations may copy and distribute this tutorial freely but please acknowledge our copyright.
A wee donation would be very welcome from anyone richer! Version 02 — 18/04/08



