Files and Folders
Files and folders overview
Almost all Windows 2000 tasks involve working with files and folders. The work you do with files and folders falls into three categories:
Organizing and managing files and folders
You can perform basic file and folder tasks, such as creating, deleting, copying, and moving files and folders, and more advanced tasks, such as changing file and folder properties and managing shared folders.
Searching for files and folders
You can narrow the focus of your file and folder searches by including additional search criteria, such as the date, type, file size, or case sensitivity. You can also broaden the scope of your file searches by using wildcard characters, and specifying literal text or regular expressions.
Securing your files and folders
You can secure files and folders using Windows 2000 Professional security features, such as user and group accounts, Group Policy, shared folder and printer permissions, auditing, and user rights. If you have an NTFS drive installed, you can set file and folder permissions and encrypt files and folders.
To open a file or folder
 1.
Open My Computer, and then double-click the drive that contains the file. 
 2.
Double-click the file or folder you want to open. 
Notes

To open My Computer, double-click its icon 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. 

If the file you want to open is not associated with a particular program, you can select the program used to open the file by right-clicking the file, clicking Open With, and then selecting the name of the program. 

You can use commands on the View menu to change the way files are displayed. You can also use the View tab in the Folder Options dialog box to change file and folder settings. 
To save a file
 1.
On the File menu of the program you are working in, click Save. 
 2.
If you haven't saved your file before, type a name for the file in File name. 
Note

To save a copy of a file under a different name or in a different location, on the File menu, click Save As, and then specify a file name and location where you want to save the file. 
To create a new folder
 1.
Open Windows Explorer. 
 2.
Click the drive or folder in which you want to create a new folder. 
 3.
On the File menu, point to New, and then click Folder. 
 4.
Type a name for the new folder, and then press ENTER. 
Note

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

You can also create a new folder by right-clicking a blank area in the right pane of Windows Explorer or on the desktop, pointing to New, and then clicking Folder. 
To copy or move a file or folder
 1.
Open Windows Explorer. 
 2.
Click the drive or folder you want to work with. 
 3.
Click the file or folder you want to copy or move. 
 4.
On the Edit menu, click Copy. Or, click Cut to move the item. 
 5.
Open the folder or disk where you want to copy or move the item. 
 6.
On the Edit menu, click Paste. 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

To select consecutive files or folders to copy or move, click the first item, press and hold down SHIFT, and then click the last item. 

To select files or folders that are not consecutive, press and hold down CTRL, and then click each item. 
To copy a file or folder to a floppy disk
 1.
Insert the floppy disk into the disk drive. 
 2.
Open Windows Explorer. 
 3.
Click the file or folder you want to copy. 
 4.
On the File menu, point to Send To, and then click 3 1/2 Floppy (A). 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

You can also copy a file or folder to a floppy disk by right-clicking the file or folder, pointing to Send To, and then clicking 3 1/2 Floppy (A). 
To change the name of a file or folder
 1.
Open Windows Explorer. 
 2.
Click the file or folder you want to rename. 
 3.
On the File menu, click Rename. 
 4.
Type the new name, and then press ENTER. 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

You do not need to open the file or folder to rename it. 

A file name can contain up to 215 characters, including spaces. However, it is not recommended that you create file names with 215 characters. Most programs cannot interpret extremely long file names. File names cannot contain the following characters:

\ / : * ? " < > | 

You can also rename a file or folder by right-clicking it and then clicking Rename. 

The name of system folders such as Documents and Settings, Winnt, or System32 cannot be changed because they are required for Windows to run properly. 
To delete a file or folder
 1.
Open Windows Explorer. 
 2.
Click the file or folder you want to delete. 
 3.
On the File menu, click Delete. 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

Deleted files remain in the Recycle Bin until you empty it unless you press and hold down SHIFT while dragging an item to the Recycle Bin. Then the item is deleted from your computer without being stored in the Recycle Bin. 

If you want to retrieve a file you have deleted, double-click Recycle Bin on the desktop, right-click the file you want to retrieve, and then click Restore. 

You can also delete files or folders by right-clicking the file or folder and then clicking Delete. 
To delete or restore files in the Recycle Bin 
 1.
On the desktop, double-click Recycle Bin. 
 2.
Do one of the following: 

To restore an item, right-click it, and then click Restore. 

To restore all of the items, on the Edit menu, click Select All, and then on the File menu, click Restore. 

To delete an item, right-click it, and then click Delete. 

To delete all of the items, on the File menu, click Empty Recycle Bin. 
Notes

Deleting an item from the Recycle Bin permanently removes it from your computer. Items deleted from the Recycle Bin cannot be restored. 

You can also delete items by dragging them into the Recycle Bin. If you press SHIFT while dragging, the item is deleted from your computer without being stored in the Recycle Bin. 

Restoring an item in the Recycle Bin returns that item to its original location. 

To retrieve several items at once, hold down CTRL, and then click each item that you want to retrieve. When you have finished selecting the items that you want to retrieve, on the File menu, click Restore. 

If you restore a file that was originally located in a deleted folder, the folder is recreated in its original location, and then the file is restored in that folder. 

The following items are not stored in the Recycle Bin and cannot be restored: 

Items deleted from network locations. 

Items deleted from removable media (such as 3.5-inch disks). 

Items that are larger than the storage capacity of the Recycle Bin.
To search for a file or folder
 1.
Click Start, point to Search, and then click For Files or Folders. 
 2.
In Search for files or folders named, type all or part of the file name or folder you want to find. 
 3.
To search for files containing specific text, in Containing text, type the text you want to find. 
 4.
In Look in, click the drive, folder, or network you want to search. 
 5.
To specify additional search criteria, click Search Options, and then click one or more of the following options to narrow your search: 

Select Date to look for files that were created or modified on or between specific dates. 

Select Type to look for files of a specific type, such as a text or WordPad document. 

Select Size to look for files of a specific size. 

Select Advanced Options to specify additional search criteria. 
 6.
Click Search Now. 
Notes

If you get too many results, try entering additional search criteria to make your search more specific. 

To clear the search criteria fields and begin a new search, click New. 

Under Advanced Options, Search slow files refers to files that reside on removable storage media, such as optical or tape backup. These files may need to be copied to a faster storage medium before the contents can be searched. 
To create a shortcut in a folder
 1.
Open Windows Explorer. 
 2.
In the Folders list, click the folder in which you want to create the shortcut. 
 3.
On the File menu, point to New, and then click Shortcut. 
 4.
Follow the instructions on your screen. 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

Folders can also be opened by double-clicking the folder in the details pane on the right. 

A shortcut is a quick way to start a frequently used program or open a file or folder without having to go to its installed location. 
To open a shared folder on another computer 
 1.
On the desktop, double-click My Network Places. 
 2.
Locate and double-click the computer in which the shared folder is located. 
 3.
Double-click the shared folder you want to open. 
Notes

You can assign a drive letter for shared folders that you connect to often. 

To see more computers in the My Network Places window, click Entire Network. 
To change file or folder properties
 1.
Open Windows Explorer. 
 2.
Click the file or folder whose properties you want to change. 
 3.
On the File menu, click Properties. 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

You can also right-click a file or folder and then click Properties. 

To change properties for archiving, indexing, compression, or encryption on NTFS drives, right-click the file or folder, click Properties, click Advanced, and then select the options you want to change. Additional information on NTFS is available. If you are using Windows 2000 Professional, see the Windows 2000 Professional Getting Started online book. 
