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File Structure

The file structure is best described and understood in a tree structure format. A tree structure
is one way of representing any hierarchical structure in a graphical form.

It is called a "tree structure" because the graph looks like an upside down tree meaning that the
root of the tree is on the top and the leaves at the bottom.

Root

Microsoft Windows uses the same structure and we all use it everyday at work, even though it
may not look like the figure above. Our shared drive data structure looks like the following:
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Organizing Files and Folders

As you can see in the previous example, the libraries shared drive is organized in a tree
format.

S:\is the root and all other folders are contained inside it. Most departments have their own
folders which is the root for their department. For example: LETS.

Here is another way to think about it. Just imagine a filing cabinet with many drawers. Inside
the drawers are many folders and within the folders there are other folders or individual
documents.

Notice the minus sign besides the shared folder. Whenever you see a g 63
minus sign beside a folder, it means the folder is fully expanded and does j
not contain anything else other than what is showing below it. A plus sign
means that the folder contains at least one file or folder inside it. Clicking
the plus sign will expand the folder and reveal everything inside it.

Shared
® 2 Admin

Creating New Folders
Here are the two most common ways of creating folders:

1) In My Computer, double click on the folder where you would like to create a new folder.
You can then create a new folder by selecting “Make a new folder” in the File and Folder
Tasks drop-down menu. In the following example, a new folder will be created inside a
previously created folder named “Laksh”.

File Edit Wwiew Favorites Tools Help
& Bac > ] ¥ O search [ Folders [fIE]~

Address |2 SLETS\SupportiLaksh

A

| File and Folder Tasks e [ =1 i .
/Jf Auvthentication
—9 Make a new Folder,
Publish this Fr=*
< \‘,-.,L.Iegs = L|Creates‘a newy, empty folder in the folder you have Dpen.k

o | /[ Training-Crata Structure
Other Places 2

i) Support

J .lr_j My Diocumenks

i) Shared Documents
W My Computer ‘

A folder icon will appear. Please rename the folder with a descriptive name:

',J e Folder i /J [My Pig| ]
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OR

2) You can also create a new folder by right clicking on an empty space in your H:\My
Documents folder and selecting New and then Folder (this is all still in My Computer).

= Shiortout

£l Briefcase
| ™4 Bitmap Image

Wiew L4 :

| B Microsoft Word Document
Arrange Icons By » | B Microsoft Office Access Application
Refresh ] Microsoft PowerPoint Presentation

1 B Microsoft Office Publisher Document
| El Text Docurment
%l WordPerfect 9 Docurment
Corel Presentations @ Drawing
| B Microsoft Excel Worksheet
E] Compressed (zipped) Folder

Customize This Folder. ..

Froperties

A folder icon will appear. Please rename the folder with a descriptive name:

1 — [ ]myd ]
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Naming a File

Definitions:

File: A file is a single “document” that is saved to a diskette, USB, hard drive or any other
storage device.

Folder: A folder is where files are stored.

Path: A path is the line of folders you must follow to locate a specific file; it begins with the
drive letter designation and includes the folders. For example, H:\data\reports\status.doc is a
path with file named status.doc that is on the H: drive and is in the reports subfolder of the
data folder.

All file systems follow the same general conventions: a base file name and an optional
extension, separated by a period e.g. Laksh.doc.

Maximum Length

In Windows, the maximum length for a path is 255 characters including spaces, hyphens,
underscore and any other character you use (no periods allowed). A path is structured in the
following order: drive letter, colon, backslash, components separated by backslashes, for
example: H:\my documents\personal\trips-1-have-taken-in-the-past-few-years\I-have-only-
taken-one-trip\i_need_to_go_travel _some-more\my-pictures\year-
2006\May\first_week\hiking-in-the-mountains\this-is-the-maximum-length-of-a-file-
name\including-the-folders\LK.html.

Note: As you may have noticed above the actual file name is only two characters (not
including the .html extension) but remember the maximum length for a file path is 255
characters, so depending on how many folders you have inside a folder where you are storing
the file, the length of the actual file name will be restricted.

Naming Conventions

o Do not assume case sensitivity. Consider names such as LAKSH, Laksh, and laksh to
be the same.

o Use a consistent method for file and folder naming.

e Avoid too many folders inside a folder (remember the path length limit).
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Filing Procedures (Thanks to the FIPPA office for this part)

After the filename has been determined, the record should be placed into a file folder. Each
file folder should contain files (records) that were created or received for a similar purpose,
comparable to manual or paper-based file folders. Some guidelines for electronic filing
procedures include:

e The files and file folders should be easily identified so that the files can be retrieved
and used.

e The filename should be descriptive and meaningful.
e The file folder heading should comply with established filing rules and procedures.
e The electronic file folder structure is more effective if it is shallow (many folders at the

same level) rather than deep (folders within folders within folders — having several
“layers”).

Browsing Files

Even when you know where a file is stored, sometimes there are so many files in the folder
that it is difficult to find the file you want. The best way to search through a large folder is to
use the “Details” view. The “Details” view allows you to quickly sort your files and view
different types of information about all the files in a folder.

To use the Details view

1. Open the folder you want to browse. In the example, | am in my “Pictures” folder.
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2. Click the “Views” button, and then click “Details”.

¥ Pictures
File Edit View Favorites Tools Help

QBack - O - ¥ O search [ Folders ‘v

Address iE} H:\personal\Pichres Filmstrip
: * Thumbnails

Tiles
lcons

L

@ Picture Tasks A

T View as & shde show
(& Order prints orline
!;'i\ﬂl Frink pickures

@ Copy allitems ta 0

File and Folder Tasks

) Wake & niew Folder

@ Publish this folder to
the Web

Furny3.jpg Funny4.jpg

3. Sometimes it is easier to find a file if all the files are sorted in a particular way.
Suppose you created a file yesterday afternoon but do not remember what you named it. Click
the column heading that you want to sort by. For example, to sort files from oldest to newest,
click the “Date Modified”” heading. To reverse the sott order (for example, to sort from
newest to oldest), click the column heading twice.

¥ Pictures [-7‘@”&‘
File Edit View Favorites Tools Help L
QeBack - © - F POsearch [0 Folders [~
Address [£ H\personal'Pictres e | Go
. |~ | Mame Size Type | Date Modified -
@Pi(turETasks @Funﬁyél.jpg 4KB JPEG.. 19/02/2007 1.06 PM
= o o EFuy3ipg  4KB JPEG.. 19/02/2007 1:05PM
I 0':"””?&?”““ EFunry2.pg  3KB PEG.. 19/02/2007 1:05FM
9 T BFrnyljpg 4KB JPEG. 19/02/2007 1:04 PM
g@ Gl EP1010030... 65... PEG.. 01/01/2001 12:00 AM
i [Ep1010029... 67... IPEG.. 01,01/2001 12:00 AM
File and Folder Tasks
29 ke a new Folder
blish this Feld
(%] tP;‘JE::‘EE is Falder to
-
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4. By default, the “Details” view shows the file name, date, size, and type. You can add
other information as well. To add or remove columns, right-click a column heading, and then
click “More”.

= Pictures
File Edit ‘iew Favorites Tools Help

Qrak - © 3 /f"Search l{= Folders | [TEv

Address Iu H:'\persoral\Pichures % ‘ 50
(I A | [Mame Size T.. - Diats Mocifiad
|\ Picture Tasks a1 %Funnmpg 4KB JPE(] 1
ZEn i HFunny2jpg  3KB JPEC v Size il
g:e:a:aj"”ef“” CERw3g  4KB JPECw Type M
by Prink pictures BFunryd.pa KB PEC, pate Modified M
- [Hp101002g.,. 7. IPEC A
&) Copy al items ta €D EPI0100%0. . 65 PR Date Created aM
Alfributes
File and Folder Tasks (&) [ v | £ Owner | 3
Author
Title
Comments
Artist
Alburn Title
Year
Track Mumber
Gerre
Duration
Bit Rate
Protected
Camera Model
5. In the Choose Details dialog box, select the columns you want to see in the Details

view. For pictures and videos, you can add Dimensions to sort by size. For music, you can add
Artist, Album Title, and Genre to make it easier to find the songs you want.

Choose Details

Select the details you want to display for the files in this folder.

Details:
[ Genre - Maove Up
0 o
[] Bt Rate
[ Protected

Camera Model

Date Picture Taken
Dimensions
isode Name

[] Program Description

[0 sudio sample size
[ Audio sample rate

v

Width of selected column {in pixels):

[ oK ] [ Cancel
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6. Click “OK” to add the columns to your Details view.

Choose Details

Select the details you wart to display for the files in this folder.
Dietails:
[ Genre 5 Move Up
0 e
[ Bit Rate
[ Protected
Hide
Camera Mode!
Date Picture Taken
Dimensions
[ Episode Name
[ Program Description
[ fudio sample size
[ Audio sample rate
— bt
Width of selected column {in pixels):
[ QK ’\\J [ Cancel
L

When you modify the columns in the Details view, it affects only the folder you are viewing.
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Moving Files from One Folder to Another
Sometimes you need to move files that you have already created into another location.

A.
1. Click “Start” = “Programs” - “Accessories” = “Windows Explorer”.

@ Accessibility »
1@ Entertainment 4
@ Systemn Tools 4
) Address Book

& Caleulator

B Cormnmand Prompt

B MNotepad

Y Paint

@ Program Compatibility Wizard

) Synchronize

& Tour Windows XP

@/ Set Program Access and Defaults
%2 Windows Catalog
‘“ Windows Update

LETS Help Desk »
E CINS Programs 4

Q Mozilla Firefosx

‘29 Launch Microsoft Office Cutlook

W arer
B Windows Movie Maker
4 WordPad

@ Communications

R 5 Outlock Express
I Pawertoys for Windows XP »

4 Documents

g [3- Settings ¥ @ Microsoft Office 4
A O search » @ WordPerfect Cffice 2000 »
£ | Adobe Reader 7.0

B © Help and Support 1% Windows Live Messenger

1 =7 Run... | ws_FTP '
44— |7 Adobe Acrobat 7.0 Professional

E l___] Log Off khatterl... @ EasyPHP »
H @ srutDown.. @ SIL IPAS3 Fonls ’

2 start cEEYIimE R MDOX = wo | WG INITAENL, . dhlovell C... | B Training... | ©2F

2. In “Window Explorer”, locate and select the file or folder you need to move using the
tips above.

3. Expand to the destination folder by clicking on the “+” sign if needed.

= Inventory
= 5 Laksh
& Authentication
D LETS Talk
2 Qutlook Express Training
3 Training-Data Structure

Copy of
Workshop_Documentation_Basic-Ma. ..
Microsoft Word Document

4. Drag the file or folder to the destination and drop it in.

= 3 Laksh
& [ Authenticat]
W] ETC Talk
5 Lefs Talk Images
2 Qutlook Express Training R
# [ Training-Data Structure
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1. In“My Computer”, locate and select the file or folder you need to move using the tips
above.

2. Click “Edit” - “Cut” or press Ctrl + x on the keyboard to cut the file.

- EIX]

File BESi¥ ‘iew Favorites Tools ” &F
k4 Go

Copy Cirl+C 2 =

.| CopyTo Folder...

Maove To Folder...

L— B
Select All Cirl+A

(= Inwert Selection

| "

< |

3. Open the destination folder.

4. Click “Edit” - “Paste” or press Ctrl + v on the keyboard to paste the file.

Cut Cirl+x
Copy Chrl+C

i
';j Paste Shorteut

Copy To Folder ..,
Move To Folder...

Select All Cirl+4
Irwert Selection

- - A
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Opening Files

Sometimes you open up Microsoft Word and click “File” = “Open” and pick the file you
want to open and you get the following error message:

File Conversion - Authentication Flow...

Select the encoding that makes your document readable,
Text encoding:

(oL

(I M5-Das ) Other encoding:

rr European (Windaws)
Preview:
bi0a;+040000000000000000:-000k3F Al

00000000000000000000000000000%0000000k3+0000+000..000
.000+000+000 *000%.000% 000 < 0 00E0000000 200000000 ¢

TP On-60000-bIbE ™ Aginl) = I¥EPHG

u} v .

Walnlninkutivinn'nln Ran s nFluln i kA eatar alnn Pl ia=ln? % da -ta ulaln T AL Ta R u

OK ] ’ Cancn;l

This happens because you are trying to open a file in Microsoft Word that is not a “Word” file
(.doc) but rather in some other format such as power point (.jpg, .ppt, .pdf ), etc.

Another way to open a file is by navigating to the file in “My Computer” and then double-
clicking on the file. The file will automatically open in the appropriate program whether it is
Microsoft Word or PowerPoint.
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Shortcuts

Shortcuts can make your life easier or harder depending on how you use them. By creating too
many shortcuts you will clutter up your desktop.

A shortcut is just a reference link on your desktop to a file or a program. For example, you
could create a shortcut on your desktop of a file saved on your H:\ drive that you access
everyday or quite frequently. This way your file stays on the H:\ drive but you create a link to
the file by creating a shortcut. This allows you easy access to the file without compromising
the file in case of hard drive failure.

Note: Copying or saving a file to your desktop is not the same thing as creating a shortcut.
When you copy a file to the desktop, you actually make a duplicate copy of the original. This
means you have two files now, one on the desktop and another in the original location. Making
any changes to one of the files will not change the other.

Creating Shortcuts
Here is one way to create shortcuts:

1. Click on Start > Programs - Accessories = Windows Explorer.

@ Accessibility ’
I Entertainment ’
M System Tools 4
W Address Book

& Caleulator

B Command Prompt

9 MNotepad

¥ Paint

@’ Sef Program Access and Defaults
% Windows Catalog
% Windows Update

LETS Help Desk » l_J) Program Compatibility Wizard
E CNS P ) & Synchronize
L & Tour Windows xP

e Mozilla Firefox & in

Launch Microsoft Office Outlook @ Windows Movie Maker
[4 WordPad

@ Communications

Programs

pry Lal Outlook, E)( ress
[7» Docurnents 3

- 'E’I Fowertoys for Windows XP 4
B [ Settings ¥ I@ Microsoft Office ’
2 D seach , @ WordPerfect Office 2000 »
£ @ Adobe Reader 7.0
I ©) Help and Support 1% Windows Live Messerger
& 7 Run... @ ws_FTP »
g % Adobe Acrobat 7.0 Professional
E L__J Log Off khatter... @ EasyPHP »
H [6] shut Down.. @ SIL IPAI3 Fonts >

hA

v

s E 3 o |
& NDoK - . & INIraEnt. .. C... | @ Training... D2F

5] T meEn

2. Find the file or program you want to create a shortcut for.

3. Right click on the file, then click on “Send to” and then click “Desktop (create shortcut)”
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#® Pictures

Technical Support and Network Services (LETS)

L Ox

File Edit View Favorites Tools Help
OQbak - @ | OSseach ‘IL Folders‘ [~
Folders X MName Size T... Date Modified
B Do — HFunyljpg 4KB JPEG.. 19/02/2007 1
w0 0R “ HFurny2ipg  3KB PEG.. 19/02/2007 1
® My Documents EFunmy3jpg 4 KB IPEG.. 19/02/2007 1
= 4 My Computer EFunny4.jpg  4KB JPEG... 19/02/2007 1
® = Local Disk (C1) EP1010029... 67... IPEG. 01/01/20011
® & DVD-RW Drive (D)) | BISTRET 65.. PEG.. 01/01/2001 1
= #Kkhg Preview
B0 Edit
R M Print
® @K Resize Pictures
=00 Preview
=
i L"’t Conwvert to Adobe PDF
= E"-:'l Combine in Adobe Acrabat, ..
B0 Corvert to Macromedia Flash (.swf)
& ff B Corwert to PDF using Macromedia FlashPaper
¥ LB Convert to POF and Email using Macromedia FlashPaper
@ -
@ N NetWare Copy...
# 0  Scan with OfficeScan Client
50 Open With » ,
< . i | 28
send To d B Compressed (zipped) Folder
cut | Desktop (create shortout) |
Copy _J Mail Recipient
£ My D t5
Creafte Shortout " D‘:’D [;\C\EmDeh i
Delete [ = _ rive (01)
Rename
Properties

4. You should now see a shortcut icon on your desktop.

NOTE: A black arrow on the icon means that it is a shortcut. Otherwise, it may

be a copy of the file.
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Local, External and Network Drives (storage)

Local drives are any drives that physically reside on a CPU. This includes the CPU hard drive,
CD and DVD disk.

External Drives are those which do not reside on a CPU but are physically connected to the
CPU by the user when needed. Examples include USB sticks and other USB or Firewire drives
like a camera or USB Hard Drive.

Network drives reside on a server and not on a CPU. A user can access the network drives just
like local drives as long as he/she is logged into the network. For example: Your H:\ drive and
Shared drive. Logging in “workstation only” will NOT allow access to these drives.

FTP and NetDrive

FTP stands for “File Transfer Protocol’, which allows a user to connect two computer devices
over the internet. This is beneficial for transferring files from one device to another.

Both Internet Explorer and FireFox web browsers have the FTP capability built in. What this
means is that one can access their data remotely using either Internet Explorer or FireFox as
long as the data is stored on a network. For Library staff this means that one can access his/her
H:\ drive from home or anywhere else via the internet.

Following steps show you how to access your H:\ drive remotely using Internet Explorer:

1. Open Internet Explorer

2. Inthe address bar type: ftp:\\netware.umanitoba.ca and press “Enter”.

3 University of Manitoba - Microso... [ [[O/X]
File Edit Wiew Favorites Tools Help e

W O i B @ < Favorites

&] Done ® Internet

3. Enter your Novell userid and password (same one you use to login to your computer at
work) and click “Log On”.
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01 ftp://netware.umanitoba.ca/ - Mic... - [0 X|

Log On

? Either the server does not allow anonymous logins or the e-mail address was not

accepted, E -

FTP server: netware, umanitoba.ca

User name: | khatterl = |

Passward;: | ssscsssncnsel |

After vou log on, you can add this server to your Favorites and return to it easily,
& FTP does not encrypt or encode passwords or data before sending them to the
server, To protect the security of your passwords and data, use Web Folder,
(WebDaY) instead.

Learn mare abouk using Web Folders,

[Log on ananymousky [5ave password

| Log On \l[ Cancel ]
]

Connecting to netware.umanitob User: Anonymous ® Internat

4. At this point you should be able to see the contents of your H:\ drive.

Novell Net Drive is a client based locally-installed software that allows users to access their
Novell drives remotely via FTP. This is similar to what internet Explorer and Firefox can do
except Net Drive allows you to map your Novell H:\ drive onto your remote computer and you
can see you H:\ drive in “My Computer” just like you do at work.

The following steps show you how to configure Novell Net drive to access your H:\ drive from
home:

1. Download and Install Net Drive from
http://lumanitoba.ca/libraries/units/lets/tecnet/Lets Talk.html

2. Once you have Net Drive installed, you will see the following icon in your system
tray:

.
2B s B 10:06 AM

If you do not see the icon please click Start->Programs—>NetDrive->NetDrive to launch
NetDrive.

If you do not see NetDrive listed under Programs, then it has not been installed properly. Go to
Step 1.
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3. Double-click on the above icon and click on “New Site” button to create a new site
to connect to.

NetDrive: Version 4.1
File  Help

Site Mame:

I Conne

Site Address/URL:

f

Server Type Driive:

D [

r

= o
Usemanme:

S

Password:

l—l—-' D

Pass Phrase:

Exit

New Site | de | | onesie |

4, Enter in a name for the site that you wish to setup (e.g. U of M H Drive - Note: you
cannot use special characters such as colons or semicolons in the name field). The
site address will be the server address (e.g. netware.umanitoba.ca). Once you have
entered in this info, click the “Finish” button.

Add new site

E nter the name far pour new site)

| of M H Drive

! = Enter the site addrezz/JRL. e.g. ftp.zerver. com

! ]netware.umanituba. ca

To zecure a HT TR connection by Wizing 551, enter
httog: 4/

Finigh Cancel
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5.

You should now see the following information on your screen:

NetDrive Version 4.1

Technical Support and Network Services (LETS)

File Help

U of b H Drive Site Mame:

U of k4 H Drive
Site Address/LURL:

Connect |

|retware. umaritoba. ca

Server Type:

Crrivee:

[FTP

=

Iv Connect at login/startup

|

v Add to tray connect menu

I Anonymous/Public Logon

Uzername:

Advanced
Help

H:;_l

I

Paggword:

I

Fass Phrase:

I Sawve Pasaward

I

Lrelete

MNew Site I

|

Clone Site ]

E xit

If your screen does not look exactly like the screen above, please make sure to change your

settings.

6. Now click on the “Advanced” button

NetDrive Version 4.1

File

Help

U of b H Drive Site Mame:

U of b4 H Drive
Site Address/LURL:

Conrect |

jnetwale.umanitoba. ca

Server Type:

Crrivve:

Advanced

|FTP

=i

Iv Connect at loginsstartup

|

W Add to tray connect menu

I Anonymous/Public Logon

Username:

H: ;_l
Help

I

FPaggword:

I

Fass Phrase:

I Sawve Pasaward

I

MNew Site Crelete Clone Site ]

E =it
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7. Enter \\Libraries-nw\libraries\home\userid in the “Root Directory” box, where
userid is your Novell userid. Once this is done click on the “OK”

button.

U of M H Drive

File Mames | FTP | File Types |
Advanced ] General ] File Attributes ] Cache ]
Howt Type: |Aut0matic Distect ;]

—

Remate Port: lagin

Root Directany: |\\Iibraries-nw\LIBFlAH IES \Homehkhatterd

cd .. count after

’D_

Initial Commatd: |
[~ Auto File Type Transter Mode
[~ Interactive Login
I~ WS get most recent ;0
[ FKeep Connection Slive
ot F
Fazsword type: rm

[~ PASY - Passive Mode
v Enable Unix Links
[~ Kesp'WMS ' exteyfsion

[~ Delete file befgre FUT

=]

Canhcel

8. Click on the “Connect” button.

NetDrive Version 4.1
File Help

Ul of M H Drive

Mew Site I Delel

Site Marme:

|U of M H Drive
Site Address/RL:

]netwale umanitoba.ca

Server Type:

[FTF =

Iv Connect at logindstartup

I+ Add ta tray connect menu

I Anonymous/Public Logon
Usernarne:

I

Pazgwiord:

I

FPazz Phrase:

I

te I Clone Site: ]

Advanced
Help

I Save Pazzword

E wit
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Technical Support and Network Services (LETS)

0. You should be prompted for a username and password. Please enter your Novell
username and password and click “Ok”.

etDrive Version 4.1

2} UafMH Drive Site Name:
|Uaf M H Drivg
Site Addressf/LIRL:
. A |
NetDrive - Enter us... [X|
Site Mame: [l o b H Ds / ; T
Username: ikhatter\ / E
Password:  [rememenens Help
Paszsphrasze:
K Cancel
|
Pazsword:
] W Save Password
Pass Phrase:
Hew Site ] Delete ] Clane Site ] | Exit

10.  Once you click “Ok”, a window will open up that will show you your U of M

H:\ drive

# {J of M H Drive on ‘NetDrive® (I:)
File \Edit View Favorites Tools Help

[ Folders ‘ EE

© - 3| Pseach

QB

Folders

ERESYL | of M H Lrive
@ @My Pictures
2 My Received Files
# 2 personal

22 loclapps on 'Libraries-nw\Libraries' (L)

@ 22 Reserved on ‘Corpapps-rwhCorpapps' (N:

# 2% Reserved on 'Corpapps-rw\Corpapps' (O

# 32 Reserved on 'Corpapps-rw\Corpapps' (P

22 Reserved on 'Corpapps-rw\Corpapps' (Q:

@ 22 termp on Libraries-nwiLibraries' (R:)

@ 22 Shared on Libraries-nwiLibraries' (S:)

@ 32 Corpapps on 'Corpappsrw! (T:)

22 Batch on Librariesrw\Libraries\loclapps\Public' (w:)

@ 22 Utils on 'Corpapps-rw\CorpappsiDos' (X))

® 2% Shared on 'Corpapps-mw\CorpappstWindows xp' (V)

)
)
)
)

X
B |/’ My Pictures
'/] Iy Received Files
;’/’ perscnal
Law anamoly, PG
| recimace

195KB
= My Sharing Folders
[\E&‘g Shortout
= 118
w4 i | BB

NOTE: You should be able to use your “My Computer” to access and use your work H drive.
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Accidental File Deletion and Recovery

If you accidentally delete a file which was saved on your H:\ drive or on the S:\ (Shared drive),
we can try to recover the file. Please email the helpdesk at helpdesk@cc.umanitoba.ca with the
name of file/folder that was accidentally deleted, and the location where it was saved.

If you are unsure of the name, please indicate as much information about the file as possible.
For example, the directory it was stored in, what time you were working on the file.

Also, it is important that you notify the helpdesk as soon as possible. This increases the
possibility of recovering full contents of the file.

If you accidentally deleted a file/folder that was stored on a local drive such as C:\ or

C:\desktop, please check your “Recycle Bin” to see if it is there. If you find your document in
the “Recycle Bin”, single click on the file/folder and click on “Restore this item” to restore the
file back to it’s original location.

¥ Recycle Bin

Edit Wiew Favorites Tools Help
© - F Psearch [ Folders |y
eSS i # Recycle Bin v | Go
e ———— A s
- Sreen Shots
{ File Folder
Other Places =
(@ Desktop jL g W laksh.ipg
[} My Documents h JPEG Image T
rj My Compuker SR —
w | £ | b

NOTE: Some data is taken from Microsoft.com and modified to suit our needs.
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Question? Comments?

Contact
Laksh Khatter
204-474-7878
Laksh Khatter@UManitoba.ca
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