If you have accidentally (or on purpose) saved any data files on the C:\ drive, they need to be moved to your H:\ drive.[image: image1.png]My Computer:



  Data files are things like your electronic grade book files, Word, Excel or PowerPoint documents, etc.  DO NOT TRY TO MOVE THE PROGRAMS THEMSELVES TO THE NETWORK.
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· [image: image3.png]My Computer:



Right-click on ‘My Computer.’ 
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· This will bring up a pop up menu.  Select ‘Explore.’  The Windows Explorer will start and display the contents of you computer, which will also include all of the network drives you have available. 

· Windows Explorer: 



· On the left side, you see the drives and folders.  On the right side, you see the contents of whatever you have selected on the left.  Notice that in this picture, the C:\ drive is selected.  On the right, you see all of the folders and files on the C:\ drive.  Mostly, these are all installed programs and the files needed to run them.  

· To copy or move a file from your C:\ drive to your H:\ drive
Left-click and hold on the file and drag it H:\ drive.  Remember that your H:\ drive is labeled with your last name.  When you see the drive highlighted in blue, let go of the mouse button. 
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Primary (C:) is selected.





The contents of this drive are displayed on the right











File Management with ‘Windows Explorer.’








Dragging and dropping is the easiest way to learn with the least probability for error.  There are other ways to copy or move files
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