FILE MANAGEMENT

» Think of the computer as an electronic file
cabinet

» Your personal folder (Vista) or My Documents
(XP) is the file cabinet

» The major subfolders are the drawers

» Folders within the drawers can be used to
store major topics or individual files

~ You can create folders within folders, within
folders, within folders

» Your files (documents, letters, spreadsheets,
photos, music, etc.) are stored in the folders
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» The following slides illustrate creating folders
and organizing digital photos in the Windows
Vista Pictures folder

~ There is a mixture of photos in the My Camera
folder that need to be moved to proper folders

» To do this the following folders will be created
» Flowers
» Paintings
» Vacations
» Bangkok
» London
» Washington DC
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» To create the first new folder (Flowers)
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To move the photos from one folder to another
you can

» Do it the hard way - one at a time

» The easy way - move groups of photos

To move groups of photos that are not
contiguous

» Hold down the Ctrl key and very carefully click each of
the photos you want to move as a group

~ If you drag or jerk the mouse, the computer will make a
copy of the photos that are already highlighted

If the photos are contiguous
» Click the first photo

» Hold down the Shift key and click the last photo you
want in the group
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