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CONCEPT


To explain File Manager functions.


OBJECTIVES


�
Start File Manager, explain its purpose and function, and exit File Manager.


Learn how to expand and collapse the directory tree.


Format disks


Copy, move, and delete directories and files.


Run programs from File Manager.


�
SCIENCE PROCESS SKILLS


�
Observing


Identifying


Comparing and contrasting


�
AAAS SCIENCE  BENCHMARK


�
3A  Technology and Science


3B  Design and Systems


�
SCIENCE EDUCATION CONTENT  STANDARDS(NRC)


�
Grades 5 - 8


Communications


Grades 9 - 12


Identify disciplines in Computer Technology


Communications


�
STATE SCIENCE CURRICULUM FRAMEWORKS


1.1.11,  1.1.14,  2.1.7,  2.1.8,  2.1.9,  3.1.21


�
Materials List


IBM PC/ Compatible computer


Overhead Display such as a LCD Display or Scan Converter


Software List:


MS DOS 3.1 or higher


Windows 3.0 or higher


�
What is file manager ?


The File Manager is designed to help you find, view, use, and manage your files easily and efficiently by controlling and manipulating the directories and subdirectories you learned about with the MS DOS introduction. File Manager is designed to help you find and use your files easily. That is why the picture of File Manager is a file cabinet. After all a disk is an “electronic” file cabinet. Instead of storing “paper” files you are storing “electronic” files. While file cabinets have file folders and drawers to store the paper files, computer disks have directories and subdirectories to organize magnetic files.


starting file manager and expanding directory tree - Exercise 1


Start Windows if it is not currently running.


Verify that the Main window is the active window.


Double-click on the File Manager icon. 


File Manager now shows two open windows. The window on the left is called the Directory Tree. The window on the right is the Directory Contents.


In the Directory Tree the open picture of the file folder is the open or “active” file. The Directory Contents window shows the contents of the open file.


Clicking on a file expands the directory tree for that file. 


Select the Expand All option from the Tree menu. The directory tree will display the root and all its directories and subdirectories. Scroll bar will be displayed if  the directory tree is too large to display in the window.


To exit File Manager, select Exit from the File menu. You do not have to close the File Manager window before you exit. It will do it for you.


format disks, copy, move and delete files


Formatting prepares a disk for use on a particular computer. The formatting process also erases all information on a disk and is therefore potentially dangerous. File Manager uses dialogue boxes to protect you from erasing data accidentally. Files are copied from a “source” to a “destination”. In File Manager you use the mouse to drag the file to be copied to the destination and let the icon go. It asks for a confirmation to continue the copy. Move is similar to copy, but it removes the file from the original place. File Manager deletes one or many files with one command. This command also asks for confirmation as a safety check.


format disks, copy, move, and delete files - exercise 2


Double-click the File Manager icon if it is not open.


Select the Format Disk command from the Disk menu.


Put the disk to be formatted in the appropriate disk drive. Most computers will have Drive A: for the drive. Be sure you do not have any information on this disk you want because You will delete all information on this disk.


Select High Density 1.44 Mb for disks with an HD on it. All other disks are 720 K or Double Density if HD is NOT on the disk. Click OK to start the formatting.


When the formatting  complete message comes up click no to format another disk.


Double-click on the A drive box in the upper left corner.


Select the Tile option from the Window menu.


You should be seeing the files on C Drive and A Drive. A Drive doesn’t have any files yet.


Click on the arcade.bmp file in the Windows Folder.


Drag this file to the A Drive box and let the mouse button go. If the A drive was not open you could drop the file on the A drive icon.


You have just copied a file from the C Drive to the disk in the A Drive.


Click the arcade.bmp file on your disk in the A Drive and hold down the mouse button. Move the file to the C Drive on top of the Windows folder or in the Directory Contents of the Windows folder and let the mouse button go.


You have just moved the same file back to the C Drive. It is no longer on the disk in the A Drive.


Before deleting please copy the arcade.bmp file from C Drive to A Drive by repeating #9 and #10. To delete this file first click on the A Drive box, then on the arcade.bmp file, and then select Delete from the File menu.


The Delete File box shows you arcade.bmp highlighted. Click OK. The Confirmation box will ask you if you are sure you want to delete this file. Click yes. It is deleted.


run programs from file manager


File Manager can be used to run programs just like Program Manager does. Programs can be run from File Manager by double-clicking on a selected file icon or issuing a command from the File menu.


running applications - exercise 3


Double-click the File Manager icon if it is not open.


Select the drive that contains the Windows directory.


Double-click the Windows folder so that the Directory Contents of Windows shows up in the right window.


Scroll through the contents of the Windows folder until you see the sol.exe file.


All files with an exe extension are executable files (they will run a program). This is the file that windows uses to run solitaire. Windows tells the solitaire icon to run solitaire.


Double-click on the sol.exe icon.


You are running Solitaire just as if you had double-clicked the solitaire icon.


Quit Solitaire by selecting Quit from the File menu.


Before you exit File Manager click on calendar.exe in the Directory Window and select Run from the File menu. This is another way to run a program from the File Manager.


Quit Calendar by selecting Quit from the File menu.


Quit File Manager by selecting Exit from the File menu.


Program Manager should be at the top of your screen with all the icons small at the bottom of your screen.
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