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Documents or files are organized in Windows Vista within folders.
Folders are represented by an icon that resembles a folder you
might find on your own desk. Files may look like a document, a 1.
picture or another image (icon). The table below (Figure 1) illustrates
the various symbols used in Vista to represent files and folders.

Symbol

Symbol
Name

Use

File/
Document

These icons
represent
documents. A
document might
be a letter
written Microsoft
Word or a
PowerPoint
presentation.

File/Picture

Pictures are
saved in

various formats
but the picture is
displayed in its
entirety.

Folder

Folders are
storage
containers for
files of all kinds.
They are the
equivalent of a
traditional
paper folder you
might have on
your desk.

Application

Applications are
tools that allow
you to create and
do things on your
computer.
Microsoft Word

is an application.
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2. Using the Start menu to
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User Files in Windows Vista:

Windows Vista now assigns a folder name
that corresponds to the user that is logged
into the computer. For example, if your
name is Bob, you will find a shortcut on

your
1.
2.

Start

me nu

call ed

Click the Start button. n

In the top right section of the Start

menu, locate your name.

Click the link that is listed as your

name, i.e. Bob.

Your folder will open up with additional

folders or documents that are

associated with you.
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Saving Files into Folders

When you save a file, it is important that you know where it is going to be saved. Not designating a

specific place for a file to be stored would be like throwing your important papers into some random

desk drawer . (Okay, webve ALL done that but it is not a best
stored requires paying attention and some simple onscreen navigation.

Saving a document into the Documents folder:

1. Open the application where you will create your document.

2. Click the Save button or choose Save from the Office Button. The dialog box pictured in Figure
2 appears.

3. The window (Figure 2) has several parts which are explained in detail on the next page:

1. Forward and back buttons 5. Navigation Pane

2. Address bar 6. Headings

3. Search box 7. File list

4. Toolbar 8. Saving/Naming Pane
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Folder Component Use

Forward and Back buttons When you are locating a file, application or folder click the
desired button to navigate to other folders that you have
already opened.

Address bar The individual arrows that appear in the address bar may
be expanded to display an associated list of folders or files.
(Figure 3, 1).

Search box Type a word in the Search box to locate a file that is stored
in the current folder or a subfolder within that folder. The
search will begin as soon as you start typing.

Toolbar The toolbar provides buttons to take action within the
folder.
Navigation Pane This pane provides a way to move between and display

other folders.

Headings The headings are buttons that may be clicked to sort your
files. For example, clicking the Type heading will sort all
the files in the open folder by the type of file (Figure 3, 2).

File list The contents of the current folder are displayed in this list.
If you use the Search box to locate a file, only those files
that were located in the search will appear in the file list.

Saving/Naming Pane Saving a file for the first time, or choosing Save As will
automatically open a folder. The Saving/Naming pane at
the bottom of the window provides a box to type the name
of your file and a second box to identify the type of file you

are saving.
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4. If the folder name that appears after you choose to Save is the folder where you wish to save
your document, ensure that the document has a name and then click Save.

5. If you wish to navigate to a different folder to save your document, click a folder name in the
address bar and look in the resulting window display for the desired folder.

6. Double-click the desired folder to open it.

7. Cl

ick the Save button.

Using the Start menu to open a folder:

Some folders are available directly from the Start menu. Those folders include the one with the name
of the current user (remember Bob?), a folder for Pictures, Documents and Music.

1. C

The folders in the Start menu replace the My Documents folder found in previous versions of

Windows.

ick the Start button.

2. Select the desired folder from the panel on the right (Figure 4, 1).
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Internet
Internet Explorer

E-mail
Microsoft Office Qutlock

Welcome Center

= Microsoft Office Publisher 2007

== Microsoft Office Word 2007

o0
i

Windows Media Player

Microsoft Office PowerPoint 2007
Windows Mebility Center
Windows Meeting Space

Windows Phote Gallery

Windows Live Messenger Download

All Programs

Documents
Pictures

Music

Recent Iterns
Computer
Metwaork
Connect Te
Control Panel

Default Programs

Help and Support

Search for a file or folder
directly from the Start menu:

There is a Search box on the Start
menu that offers a comprehensive
search of your entire computer. It is
especially helpful if you are looking for a
file or folder and you have no idea
where it may be located on your
computer.

1. Click the Start button . ﬁ

2. Click in the Start Search box and
type your search item
(Figure 4, 2).

The search begins as you type and the
list of results will appear immediately
above the Search box.




