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Q Help Resources e Almaost all of your Windows 2000 tasks

Q Introducing Windows 2000 Professiona |
m Files and Folders

E Open a file or falder

2] 5ave afie

2] Create a new foldsr

E Copy or move & file or folder

z Copy a file or folder ta a floppy disk
[2] Rename a file or folder

2] Delete a file or folder

E Restore files from the Recycle Bin
2] Search for afile or folder oo
2] Create a shortcut

z Open a shared folder on another cc

E Change file or folder properties

0 Intemnet, E-mail, and Communications

Q ‘Working with Programs

Q Personalizing “r'our Computer
R, i
4 | »

invalve warking with files and folders, The
work you do with files and falders falls into
three categories:

DOrganizing and managing files and
folders

Searching for files and folders

Securing your files and folders
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— HEF e e 1. Open @ Wu;idows Explorer.
Introducing Windows 2000 Professiona 2. Click the drive ar folder in which vou

@ Files and Folders want to create a new folder.
] Files and folders overview 3, ©n the File menu, point to New, and
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‘where s it now?

‘weh resources

0 How ta Use Help

Introducing Windows 2000 Professional
& Files and Folders

Internet, E-mail, and Communications
Working with Programs

Personalizing ‘r'our Computer

Hardwrare ¢ Web

Piirting Resources

Troubleshoating and Maintenance

Metworking =

Accessbiliy far Specisl Needs Troubleshooting

Mobile Users

Security

Control Panel
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T?J Open a file or folder

9] Save afile

E Copy or mave a file or falder

E Copy & file or falder ta a floppy disk.
2] Riename a file: or folder

ﬂ Delete a file or folder

E Restare files from the Recycls Bin
2] Search for a file or folder

E Create a shorteut

ﬂ Open a shared folder on another cc
E Change file or folder properties
Internet, E-mail, and Communications

working with Programs
Personalizing ‘'our Computer

Harmars

' =

To create a new folder

then click Folder.

4. Type a name for the new folder, and
then press EMTER.

£ Note

s To open Windows Explorer, click Start,
point to Programs, point to
Accessories, and then click Windows
Explorer.

Related Topics
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Introducing Windowss 2000 Professiona

To open a file or folder _I

1. Open @ My Computer, and then
double-click the drive that contains

An area of storage on a hard disk. & drive is formatted using a file system [such as FAT or NTFS] and
has a drive letter assigned ta it. Y'ou can wiew the contents of a drive by clicking itz icon in Windaws
Explarer ar My Computer. There can be multiple dives on & single hard disk

45

[7] Create a new folder
@ Copy or move a file ar folder

[7] Riename a fils o folder

[2] Delste a fils or folder

Restare files from the Recycle Bin
Search for a file or folder

[7] Create a shortout

@ Open a shared folder on anather oo

Change file or folder properties

Internet, E-mail, and Communications

Wiorking with Programs
=
»

Perzonalizing Y'our Computer

Harduara

& Toopen My Computer, double-click its
ican on the desktop.

To open a file or folder by using
windows Explorer, click Start, point to
Programs, point to Accessories, click
Windows Explorer, and then double-
click the file or folder you want to open.

‘rou can use commands on the Yiew
menu to change the way files are
displayed. You can also use the Yiew
tab in the Folder Dptions dislog box ta
change file and folder settings.

Related Topics
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BRABEHRIFRF ) The dasktop, which is the screen that you see

———]desktop, overview

descendent key
I defined
descrbing picture sttributes
designating hardware compression
designating software compression
deskbar
desklop
Active Desktop See Active Desktop
backgrounds
classic desktop See classic desktop
custamizing See custamizing desktop
default features
default folders, hiding and showing
defined
extending to multiple monitars
finding relocated ‘windows NT componer
My Docurments

El

parts of documents on

placing icons on deskbar

removing items from

screen savers

shortcuts, adding

wigwing as web page See Active Desktc T

7

after you log on to Windows 2|

00, is one of

the most important features orf
computer, The desktop can co

daocuments, and printers. The
be the homne of active Web cor
news or travel channel.

To adjust settings such as desl
backaround, right-click any e

to your most frequantly used g

your
tain shortcuts
ograms,
esktop can also
tent such as a

top color and
bty area on the

desktop, and then click Prope

following features:

By default, the desktop is home to the

rties.

Taskbar

My Documents

My Computer

My Network Places

Recycle Bin

Internet Explorer

online book.,

Related Topics

For more information about the desktop, see
Related Topics or see the @ Getting Started
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| Install additional maritors :i
Install Simple TCP/IP Services

Managing power on a portable compter
Monitor a connection

Monitoring network and dialup connection
ultiple: monitors owverview

Power Options overview

Femove a color profile from a monitor

Sale mode startup options

Setar change a screen saver

Stark Windaws 2000 in safe mode

Using Event Viewer

Using Plug and Play with ACPI hardware
Using the IP Security Monitor ool

ihat is SNMP?

ihere is it now?

Search tips ;I

Using the Search tab, you can locate every
occurrence of 3 word or phrase. To improve
the rearch results, combine multiple words or
phrazes with AND, OR, HEAR, and HOT,

[ AND [ NEAR 8 "Phrase”
G 0
¥ OR ¥ NOT

Plesse salect ane of the sbove options to |
22 3n animated demanstration.

Example search:

Typs in the words ta search for:

|List Topics

Diagram of results:

G o)

AND OR NEAE NOT
And Computer and monitor
Or Computer or monitor
Near Computer near monitor
Not Computer not monitor computer monitor
“ word” “ computer monitor”
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HEEe Using the Search tab, you can locate every
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¥ OR ¥ NOT

occurrence of a word ar phrase, To imprave
the search results, combine multiple words or
phrazes with AND, OR, MEAR, and MOT.

¥ AND ¥ NEAR [¥ "Phrase”

Please select one of the above options ta
see an animated demonstration.

Example search:

Type in the words to search for:

|List Tapics

_,I Diagram of results:
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