Cleaning Up Your Network ID 

· Log on with your ID or Student ID

· From the desktop Double Click (DC) on MY COMPUTER

· DC  on ID folder

· Open the window up full screen 

Click View

Click As Web Page

· Click on any file notice on the left side is a description of the type of file.  If a picture you see the thumbnail.

· To open a file and view it just DC on it and the correct software will open up.

Hints on knowing the file types:

	Pictures
	WORD 
	Printshop
	Works
	Powerpoint

	.bmp
	.doc
	Yellow box
	.wps
	.ppt

	.jpg
	
	
	.wks
	

	.tif
	
	
	
	


To DELETE a file:

· Click on it to highlight 

· Click Delete or press Delete key

· Click Yes

To DELETE several files at once:

· Hold down the Ctrl key and click on all files you want to delete

· click delete

· click Yes

Organizing Folders

1. Create a new Folder

Click file > New > Folder   (a new folder is put at the bottom of your file list)

2. Name the folder

Click once of the words “New Folder” and wait

Click again on the words “New Folder” a box appears

Type a name for the folder (ex.  Parent letters)

Press Enter

Moving files to your folder

1. Hold down the CTRL key and select all files you want to move

2. Release the CTRL 

3. Point to one of the highlighted files and click with the RIGHT mouse button (hold down)

4. Drag the file (the entire group will come) to the folder and release, a menu appears

5. Click on Move there

