10/25/2023

tech bits from Four Corners Regional Education Cooperative #1

basic file management

where's my stuff, dude?
david bowman, director

Four Corners
Regional Education Cooperative #1

folders are your friend :

the “boxes” for all your files...
and even other “boxes”

main folder / topic

sub
topic

file| file
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group by topic or type

projects
classes
events
uses
ideas
concepts
purposes
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example folder structure

a.k.a. “how do we get to this presentation?”

other other other other other other
folders folders folders folders folders folders

other other other other other other
files files files files files files
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let's make folders!
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like this...
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there's one more way

which we'll do later
when saving files
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putting files where they belong

P
y 3

drag and drop = cut and paste
| (CRTL+C then CRTL+V)

(drag from source to target)
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either put your files in
folders...

OR...
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power fip 1

CREATE SHORTCUTS

Sub

Folder %

' """ T

12
our Corners REC #1

= Sub
Sub
Folder




10/25/2023

power tip 1

CREATE SHORTCUTS

Right Click
Select “Create Shortcut”
Move where needed
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g Oeen

Browse with Paint Shop Pro
Open in new window

Pin to Quick access

Browse in Adobe Bridge 2023
Add to Windows Media Player list
Play with Windows Media Player
Cast to Device

Give access to

Restore previous versions

E Combine files in Acrobat...

Include in library
& Norton 360
Pin to Start

‘* SugarSync

Send to

Cut
Copy

Create shortcut [%
Delete

23 8:32 AM
23 6:00 PM

File folder

Microsoft W
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power fip 2

back to goto
prior folder upper folder

click any folder above to jump straight there

Mame

3+ Quick access
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USE THE ADDRESS BAR TO CHANGE FOLDERS

« MMREC1 » IGAs » NMTechInitiativeF‘r’Efl@ W

Date modified
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like this...
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saving files

where are you saving?
is this the correct location?
go there, if needed!
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like this...
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downloading

T

find your filesl!

downloads folder: CRTL + |
(firefox, chrome, edge)
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power tip 3

W E

set default location for
downloads...

where you can find them later!
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like this...
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saving files
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Save Cancel
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Yeah!
We Made il
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see all the trainings...

https.//nmrecl.org/tech-bits
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