Using Windows Explorer and Folders

In Windows, the Explorer windovg the main tool for finding, viewing, and managing information and
resources: documents, photos, programs, devices, and Internet content. The new Windows Vista Explorer
empowes you to manage your information with greater ease, speed, and flexibility.

Work ing with files and folders

What are files and folders?

A file is very much like a typed document that you might find on someone's desk or in a filing cabinet; it's an
item that contains a collection of related information. On a computer, examples wofdileke text documents,
spreadsheets, digital pictures, and even songs. Every picture you take with a digital camera, for example, is ¢
separate file, and a music CD might contain a dozen individual song files.

Your computer represents files wittons By looking at a file's icon, you can tell at a glance what kind of file it
is. Here are some common file icons:
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You can tell what kind of file an icon represents by its appearance
A folder is little more than a container in which you can store filggoufput thousands of paper files on
someone's desk, it would be virtually impossible to find any particular one when you needed it. That's why

people often store paper files in folders inside a filing cabinet. Arranging files into logical groups makgs it e
to locate any particular file.

Folders on your computer work exactly the same way. This is what a typical folder icon looks like:
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An empty folder (left); a folder containing files (right)
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Not only do folders hold files, but they also can hold other folders. A folder within a folder is usually called a
subfolder You can create any number of subfolders, and each can hold any number of files and additional
subfolders.

Understanding the partsof a folder
In the newExplorer, the menus, toolbars, Navigation Pane, Task Pane, and Preview Pane have all merged int
single intuitive interface that's consistent across all of Windows Vista.

When you open a folder on the desktop, a folder window appkeaddition to showing the contents of the
folder, a folder window has a variety of parts that are designed to help you navigateV@mdodsor work
with files and folders more easily. Here is a typical folder and each of its parts:
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1) Navigation pane 5) Headings
2) Forward and back buttons 6) File list
3) Toolbar 7) The Search box
4) Address bar 8) Details pane

The Documentfolder
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Folder part

What it's useful for

1. Navigation pane

Like the Address bar, the Navigation pane lets you change the view to othe
folders. The Favorite links section makes it easy to change to a common fol
start a search that you previousbved. If you often go to the same folder, you
drag that folder to the Navigation pane to make it one of your own favorite li

2. Forward and Back buttg

Use the Back and Forward buttons to navigate to other folders you have alr
opened withoutlosing the current window. These buttons work in conjunctio
with the Address bar; after you use the Address bar to change folders, for e
you can use the Back button to return to the original folder.

3. Toolbara/k/a
Command Bar

The toolbarallows you to perform common tasks, such as changing the
appearance of your files and folders, copying files to a CD, or starting a digi
picture slide show. The toolbar's buttons change to show only the commanc
are useful. For example, if you dli@a picture file, the toolbar shows different
buttons than it would if you clicked a music file.

4. Address bar

Use the Address bar to navigate to a different folder without closing the curr
folder window.

5. Column headings

Use the column headings thange how the files in the file list are organized.
can sort, group, astackthe files in the current view.

6. File list

This is where the contents of the current folder are displayed. If you typed ir
Search box to find a file, only the filéisat match your search will appear.

7. The Search box

Type a word or phrase in the Search box to look for a file or subfstiolexd in th
current folder The search begins as soon as you begin typing, so as you typ
for example, all the files thatart with the letter B will appear in the folder's fil¢
list.
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Folder part What it's useful for

The Details pane shows the most common properties associated with the s¢
8. Details pane file. File properties are information about a file, such as the author, the date
last changethe file, and any descriptitagsyou might have added to the file.

Use the Preview pane to see the contents of many kinds of files. If you sele
e-mail message, text file, or picture, for example, you can see its contents w

openng it in a program. The Preview pane is not displayed by default in mos
folders.

Preview pane

To see it, click th@rganizebutton on the toolbar, clickayout and then click
Preview pane
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