LAB 11: Widows Explorer

Sticky Motes Using Windows Explorer and Libraries
@ Sync Center Windows Explorer is aprogram thatis used
= Windows Exslorer like a folder to navigate through the

different parts of your computer. Using
=) WordPad d{j Default Programs

Devices and Printers

: : - Windows Explorer, you can view file hierarchy,
|| Eateof Access Displays the files and folders on your computer. move large volumes of files at once, and
| System Tools Help and Support more. You should be pretty familiar with the
|| TabletPC basics of Windows Explorer by now, so in this
N Wiridsiis Poiesskel = lessonwe  will go over more detailed
information.

' Launching Windows Explorer

Windows Explorer is found by clicking Start [
All  Programs [ Accessories [  Windows
| Explorer. It is also attached to the taskbar by
| default: When you open Windows Explorer,
you will see links to the four default libraries:
Documents, Music, Pictures, andVideos.

Back

Windows Explorer Overview
At the top of the window is the command area. There are Back

Includes: 2 locations

and Forward buttons, an address bar that shows you the ©rganize = New library
current folder or drive you are viewing, and other commands i -
that change depending on the content included in the folder. ¢ Favorites = [Create newlihrar_-,nl
For example, when you first open Windows Explorer via the Start B Desktop Open a library to see you
menu or taskbar, you have the option to create a new library: i
When viewing a folder that contains a variety of items, you & Downloads =5
will see these commands: These four commands are the "l Recent Places &| Documents
most common ones you will see when using Windows o ‘._;‘__-);r Library
Explorer. Let's take a moment to go over what each )
command does.
Organize

Organize w Share with w Burn New folder  This option is available all the time when using Windows
B A - i Explorer. This general menu lets you perform a number of

" Favorites — Documents library commontasks:

‘ ‘ Share with

B Desktop Windows has the ability to communicate with other
computers that are part of the same network. Most offices have some sort of

network established so all computers can save files in  one location or share a Share with E-rmail Burn
printer. Many homes also have a network, either a wired one that was installed L
when the house was built or a wireless one via a wireless router. Q Nobody
Windows 7 has the ability to communicate with other types of computers.
Homegroup (Read)

Two or more Windows 7 computers can create a Homegroup; a simple network
that allows for easy sharing of files. Most of the information relating to Homegroup (Read/Write)
networking is beyond the scope of this manual.

However, if you click the “Share with” option, you can share files with other Specific people...
usersonyour network:

Burn

Burn the contents of the current folder to a CD or DVD.

, New folder
Mepwdy  Bmah Ben |ehiosioline) = O @ yge this command to add a new folder inside the
Documents library ol TRl current Iocatiqn. Click the command, .theln f[ype a
Includes: 2 locations L name for this new folder:If you are viewing files that
= a P Tane _can be played with Windows Media Player, you will
seethe“Play all” command:

1 microsoft 8/18/2009 243 PM  Filefolder Click this command to play all items in the folder.
|_s-__ 8/20/20091:31 PM  File folder If you are viewing a folder that contains pictures,
.\ Snaglt Catalog 8/18/20091:13PM  File folder click “Slide show” to view all files at once:

. Windows 7 Outlines 8/18/20091:11 PM File folder

| Windows 7 Ultimate Foundation 8/18/2009 3:00 PM Filefolder Choosing a Layout

. Windows 7 Ultimate Intermediate 8r20/2009 12:54 PM  File folder If you want to choose a different |ayout for Windows
] shopping ist 8/18/2009 220 PM  Rich Text Format Explorer, use the Organize command and point to—

the window here
Menu bar

: Let’s go over the different components: <

Layout. You can enable or disable different parts ofgan

TheMenubarisdisabledbydefault. Thisoptionadds some menus to the top of the window: A

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI




LAB 11: Widows Explorer

File lets you create and manage objects in the folder. Edit lets you select, cut, copy, giganize *N & Open Ty

and paste items. View lets you change how items in the folder are displayed. Tools b
offers advanced networking options. Finally, Help lets you view the Help file and & cut
legal information about Windows. z Copy
; _ - Details pane El Paste
Organge New by The Details pane is Undo
Cut i visible at the bottom Redo
e5 of the window. It
Copy rary to see your files and arranshows vital Select all
] | Paste statistics about the
= L] L
folder or the L ] '
Undo Documents selected item(s): Folder and search options
Redo |_I|:}FEIF}-' ?( Delete
Rename
Select all .
ki IPIEtUFF_S- Remove properties
L] Layout 3 Menu bar Properties
I Cl
Folder and search options || Diepatie pairn ose
7% Delete [l Preview pane
Rename v | Mavigation pane Slide shuwh Burn Mew folder
Remove properties v | Library pane mm !
B ties ictures li Display all or the selected pictures
p i “ludes 7 lacs @nd videos in this folder as a slide
show.
Close ¥ -
B

Preview pane - .

The Preview pane is useful when g1 4 items selected Date modified: 8/18/2009 2:20 PM - 8§/20/2009 1:31 PM
viewing pictures or other graphical _—_i

media. It displays a small image on

the right side of the window: This lists the major folders and locations on your computer:

Navigation pane

Librarypane »
The Library pane is only visible & it
when viewing libraries. It shows

the library name, a link to the number of locations referenced by the library,andamenu to arrange the data in the

-

Koala Date'taken: 2/11/2008 11:32 AM Bating: e Tuf W W i Size: 762 KB
JPEG image Tags: Addatag Dimensions: 1024 x 763

library
Organize » =] Preview = Share with = Slide show Print E-mail Burn > =+ @ View Options
. CT— . Windows lets you display file
¢ Favorites —  Pictures library i e . . - you! play
B s e Rickies wangeily: Foldes information in a variety of ways.
" B - e Experiment with these options
ame ate . .
%] Recent Places . - |when viewing a folder that
| pics . If!l““?‘_ 228’22281232 :r": L |contains a lot of files. To explore
= pem deitps ' |the view commands, click the
;? e li=) Lighthouse 2/11/200811:32 AM
o |[=] koala 2/11/2008 11:32 AM
2 Music [ Jeliyfish 2/11/2008 11:32 AM .
] Pichures — [=| Hydrangeas 3/24/2008 4:41 PM !I Extra LEFQE Icons
B Videos [ Desert 3/14/2008 159 PM
[=| Chrysanthermurm 3/14/2008 1:59 PM p
= e 2 | LargeIcons
Koala Date taken: 2/11/200811:32 AM Rating: w34 %0 5 L1 Size: 762 KB =L g
JPEG image Tags: Add atag Dirnensions: 1024 x 768 EH ME&IU:I‘TI leons

“More options” command: This command lets you
choose between a variety of different views. Extra 4 Small Icons
Large, Large, and Medium icons are great when
o [|viewing folders containing pictures: List and G List
Details are great when viewing data or system-:s _
files, or many files of the same type i== Details

= Eil @

5Z Tiles

Bk jf Content
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Below is an example of thef =T
Details view, which provides vital Rl | - Computer b Locsi Disk(C) » Windows » Systemc2 » o6 || SeorchSysmemzz. |

statistics about different files:
USing Search Organize = Includein library = Share with Bumn Mew folder : | (1 @
Its just as easy to misplace a A = = . 1
foldejr or file or): your cgmpute < A— 1 Emé - S -

as it iS to misplace yOUr B Desktop 1% ActionCenter.dll 7/13/200910:40 PN Application extens..,

keys maybe even easier| The # Downloads lﬁ, ActionCenterCPL.dlI 7/13/2009 10040 PM Application extens...

Search feature is a powerful
solution for finding your lost

folders and files. ) Libraries %) actpray.dll 7/13/200810:40 PM  Application extens...

Windows Explorer _ _ B} Docurnenits k| AdapterTroubleshooter  7/13/2002 1038 PM Application
If you have an idea regardlng ,J'i Music || admparse.dll 7/13/2009 10:40 PM  Application extens...

where the folder or file you're [ Pictures [ AdmTmpldll 7/13/200010:40 PM  Application extens..
looking for is located, use the BE Videos %) adprovider.dll 7/13/2009 1040 PM  Application extens...
Search box in Windows
Explorer. The Search box|
appears at the top of every|
Windows Explorer window and
searches the contents, including subfolders, of that window for the text that you type. If a file’s name,
content, tags, or other properties match the searched text, it will appear in the search results.

l;:.l Recent Places  |E % ActionQueue.dll 7/13/200010:40 PN Application extens...
L pics %] activeds.dil 7/13/2000 10:40 PM  Application extens..,
| activeds.tih 771372009 8:53 PM TLE File

=

l 2637 items

1. Open the folder or library where the file you’re Filter options
looking for is located. Search bon
2. Type a keyword for the file in the Search box. |
As you type, items that match the keyword become | ] i |
hlghllghted @.\_‘_nr g e —— =4 | R
o TIP Orgescm = awmpssch B .__'___' v :" .
Once the file you want appears, you can stop typing: | . ... R T e e
there is no need to press <Enter> to submit your B Ceier ! = 10348
search text. it v Rgen by Documarts
Search filters = 8 ] Trode Shaow Expenses ot A
You can quickly refine your searches in Windows 7 T | e
with Search Filters. Use a search filter to display only ::":n | =i R B
those files that meet the criteria you specify. B e Al er 10308
1. Click in the Search box. " [N ———
A list of search filters appears. " | Trawel Expenses s b BTN L1 A
@ Tip: The filters available will vary depending on the | ™™= T

P iaparfon Archeor Tesdmhow! Lapanie Repodn
contents of the folder. L — .
2. Click the filter you want to use, and then specify /O it
the filter criteria. -

The contents of the folder are filtered.

Start menu
The Search box in the Start menu can also be used to perform a search. Searching from the Start
menu finds files, folders, e-mails, and programs. , — )
1. Click the Start button. - s ;

. | i < @uv‘)-/ » Search Results in CustomGuide » [ 4 | Expenses x |
An insertion point appears in the Search box at the :
bottom Of the Start menu. Organize + = Opin - Save search Burn ) . :i - |f|]C @%
Working with Folders and Files pironi I R | | :
Type a keyword in the Search box. B Downloads o | Hooth Brochures

. S8 Recont Places F:\CustomGuide\Custom... 3 |Chicago 500 175
As you type, items that match the keyword appear = 4 |Detroit 850 160
. th St t @TradeShochpenses 5 |Minneapc e 250
n e_ art menu. ' i Libraries JE: 6| Totals P e L
@ Tip: Once the item you want appears, you can ga°<?mf"t‘ | i tomomrenepectl | 7
stop typing: there is no need to press <Enter> to ] Pictures 5] Trade Show Expenses i
submit your search text. B vigeos = 10
Preview Pane button R F\CustomGuide\Custom... E
o Tlps @ Trade Show Expenses 13
. 1% Computer
0o To clear a search, click the Close = Lompt L el =
. \CustomGuide\Custom...

button ( =) in the Search box. G Network - -~ 4w sheet1
00 Use the Preview pane to preview L;:l e . T
your search results without having to open the | )
actual file. Click the Preview Pane button on the command bar to display the Preview pane. o
700 Now you can save your searches and return to them later. Click the Save search button on the &,
command bar, enter a name for the search, and click Save. S

Figure above: Use the Preview pane to preview search results without having to open the actual file. &
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