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1. Naming Files - Name files with lowercase letters and no blanks.

Example: huntinfo.doc

2. Creating a Folder - To create a folder on the desktop or in your server folder, put your cursor in an empty space, do a right click then click on New / Folder.  The folder will be created and ready for a name.  Type in the name for the folder and press Enter.  Start folders with a capital letter.  Blanks are permitted. Example:  Hunt

3. Opening a file from inside your folder – Sometimes double clicking on the file will open it in the correct program, but this does not always work. Double clicking on tour.doc will open the file in Word, which is what you usually want.  However, when questions.html is double clicked, it opens in Internet Explorer which is the default program for the file, not Notepad or Dreamweaver.   

To be sure the right program is opened, do a right click on the file name and go down to Open With.  Then go sideways and click on the program to open the file in.

 Note:  be sure you are opening a file in the correct program for it.  For example, you cannot open a graphic inside of Notepad.  If you do you’ll get lots of strange symbols.

4. To move a file from one folder to another – Click on the file once and press Ctrl + X.  You will notice the file is “grayed out.” Go to the other folder and press Ctrl + V.  The file will now be gone from the old folder and reside in the new one.

5. Deleting a File - Delete a file by clicking once on the icon on the Desktop or the file name inside of Save As.  Then press the delete button.  A double click will open the default program for the file and waste time.

6. Renaming a file – Highlight the file name and press F2.  After the name is changed, press Enter.

7. Viewing the contents of files – Open your folder and click on the View button.  You may then select:
Thumbnails - displays the images a folder contains

Tiles - displays your files and folders as icons

Filmstrip - Pictures appear in a single row of thumbnail images. You can scroll through your pictures using the left and right arrow buttons. If you click a picture, it is displayed as a larger image above the other pictures. To edit, print, or save the image to another folder, double-click the picture.

Icons - displays your files and folders as icons

Details - provides detailed information about your files, including name, type, size, and date modified.
8. Common File Extensions 

File extensions are the suffixes of three or four letters that come at the end of a file name after the “dot.”  They are important!  They show you how and where a file can be used.
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Note: If you open a folder in Windows and can not see the file extensions, first change the View button to Details.  If you still can’t see them, go to the Tools menu and select Folder Options.  Click on the View tab at the top of the Folder Options box, go under Advanced Settings and uncheck the box for “Hide extensions for know file types.”  Then go to the top of box and click on the “Apply to All Folders” button.  Click on OK and after this, your extensions will always show.
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.exe  
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 EMBED PhotoshopElements.Image.4 \s [image: image4.emf]


This is a file extension for an executable file which means it is a program.  Such files are usually large.  When you download a game, you are downloading such an executable file.
.doc  
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 EMBED PhotoshopElements.Image.4 \s [image: image7.emf]


This is a file extension for Microsoft Word documents. These files are capable of elaborate formatting for the text they contain.
.txt  
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This is an extension for a file which contains only ordinary text characters with no fomatting.  However, a large percentage of application programs can understand and use text files in some way.  If a file containing text based information needs to be transported from one program to another, do this by saving it as a text file.

.html 
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This is an extension for a Hypertext Markup Language file which are the files used for the web pages on the World Wide Web.
.psd  
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This is an extension for a Photoshop Document.  This is default file format in Photoshop and is the only format that supports layers.  Unfortunately, this means these files are quite large and not useable inside an Internet browser.  This problem is solved by using the Save for the Web Option (available in versions 5.5 and higher.)
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This is an extension for a file in Graphic Interchange Format.  This is an uncompressed file format with a limited color palette of 256 colors.  It's best for images with solid colors, little shading, and only a few colors.  It can also handle extremely detailed images.  For these reasons it's good for illustrations, cartoons, logos, and lettering.  The file will be small and yet give an excellent rendering of your image inside an Internet browser. GIF also supports transparent backgrounds.
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This is an extension for a file developed by the Joint Photographic Experts Group.  This is a format that can compress many colors (up to 16 million colors) in a single file. Use it when colors blend into one another or when you have subtle shades of color.  This means it's good for photographs, paintings and charcoal and pencil drawings.  Do not use .jpeg or .jpg for images that have a lot of detail, sharp edges or transparent backgrounds. This type of file is also viewable inside an Internet browser.
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