
Windows XP: Working with Files and Folders 

Mictosoft information on Windows XP 
 
Microsoft web page for Win XP: http://www.microsoft.com/windowsxp/default.mspx
 
Customizing your Win XP computer: 
http://www.microsoft.com/windowsxp/using/setup/customize/default.mspx
 
Windows Explorer: 
http://www.microsoft.com/resources/documentation/windows/xp/all/proddocs/en-
us/app_win_explorer.mspx
or 
http://tinyurl.com/aastg
 
 
Windows Explorer 
Windows Explorer displays the structure of drives, folder, and files on your computer. Using Windows 
Explorer, you can copy, move, rename, and search for files and folders. For example, you can open a 
folder that contains a file you want to copy or move, and then drag the file to another folder or drive. 
 
 
Explorer menu bar 

 
 
File copy, create shortcut, move, open with, send to, keyboard shortcuts 
 
 
Folders for specific data 
 My Documents 
  My Music 
  My Pictures 

 Financial 
 Programs 
 
 
Right-click menu 
Context sensitive 
 
 
Recycle bin 
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Change the name of a file or folder 
1. (without folders) Click the file or folder you want to rename.  
2. Under File and Folder Tasks, click Rename this file or Rename this folder.  
3. Or, (with folders), right-click the file or folder you want to rename and select (left-click) Rename 

this file or Rename this folder. 
4. Type the new name, and then press ENTER.  

 
 
 
Slide show 

1. Open Windows Explorer 
2. Click “folders” if the file tree is not open. 
3. Within “my documents”, click on “my pictures”. 
4. In the right pane, right-click and create a new folder. Name the folder. Put picture files into this 

folder. 
5. Click “folders” to open the task pane. 
6. Click on the folder that contains the photos you want in a slide show. 
7. In “picture tasks” in the task pane, click on “view as a slide show”. 
8. View the slide show in one of these manners: 

a. Automatically progress through the slides. 
b. Use the right and left arrows to move forward or backward. 
c. Move the mouse, and use the toolbar in the upper right corner of the monitor screen. 

9. Click the “Esc” (escape) key once to stop the slide show. 
 
 
 
View 'details', 'thumbnails', etc 
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Folder options; file types 

   
 
 
Digital camera; USB cable 
 
Plug the USB cable into the computer and the camera. Turn on the camera. 

 
 
 
 
Avery labels 
Over 450 Avery templates are included in Word 2000 and newer. 
http://www.avery.com/us/software/jcc/
 
Word / tools / envelopes and labels / labels / options. 
 
Microsoft templates:  http://office.microsoft.com/en-us/templates/default.aspx
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Yahoo address book 
 

 
 

Screen hunter: selectable screen printer 
http://www.wisdom-soft.com/products/screenhunter.htm
 

 
 

Using Screen Hunter on this file:   
 
 
Information on the following subjects in Win XP features; Start menu; taskbars; desktop can be found 
here:  http://www.kuhnfamily.com/Kuhn_Consulting/Computer-items/Win_XP2.pdf

Choosing between XP Professional and XP Home 
Benefits of Service Pack 2 
Changing the desktop 
Aligning icons on the desktop 
Start menu 
Changing the programs on the start-up menu 
Start-up manager 
System Restore 
Toolbars 
Creating a custom toolbar 
Drive letters and names 
Windows XP Comparison Guide 
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