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Where Did All Those Photos Go?

Jack Wilfore
Questions throughout, AND questions at the end.
Handouts with References to take home.
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• “Special Folder”  to store “your stuff”  like letters, 
spreadsheets, presentations, projects, letters, jokes, notes, 
my music, my pictures, etc.

• Use it, Windows does
• Easy to locate and FIND files after the fact
• Good news - Place for everything
• Bad news – It can become cluttered, unorganized, 

overstuffed

Where Did All Those Photos Go?
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Where Did All Those Photos Go?

Objective: Help you better organize, store, 
and find files and documents on your 
computer

Strategy: Review key features, files, 
folders, techniques and skills to help 
you achieve that objective
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My Documents



File Management - 5

Indentation shows multiple levels
+ means more files
- means folder is fully expanded

View … list, details, thumbnails

My Documents > Folders
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File Save As
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Saving Files
• Saving Files involves the need to be familiar with the directory

structure of Windows in order to know where to save or retrieve 
files when using applications.

• When saving any document, using any application, follow these 
steps: 

• When you are ready to save a file, click on 'File', 'Save As' 
• When the 'Save As' dialogue box comes up, click on the little 

triangle button at the end of the 'Save in:' This activates the drop 
down menu that displays your drives and folders. 

• Scroll to the drive letter (C: or A:), then double click on the folder 
(directory) to which you wish to save the file. You will then see 
that folder pop into the 'Save in:' box. 

• In the 'File name:' box below, enter your choice of a filename. 
• In the 'Save as type:' box, you notice that the application being 

used is already in the box. If you wish to save the file as another 
file type (i.e. text only, etc.), click the little triangle button at the 
end of the box to select. 

• Lastly, click on the 'Save' button. 
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Unique names, easily recognizable for you!
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Unique names, easily recognizable for you!
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Files

• Some basics on Files ...
– files are images, photos, documents, spreadsheets, 

emails, letters, etc. and 
– files have “extensions”  like .doc, .xls, .ppt, 
– image files are commonly .jpg, .gif, .tif, etc.
– we have to be able to find these files when we want 

them!  
– files have names!
– don’ t take short cuts in naming!
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Folders

• Files reside in Folders.  
• Folders can reside in other folders, 
• Folders can reside on drives or desktop, therefore all of 

the confusion about the “hierarchy”  or “structure”
• Some basics on Folders ... 

– folders also have names
– name these so you can find a picture or a folder later!
– don’ t take shortcuts in naming!
– folders contain files! 

Photos need either good names or 
reside in easy to find folders
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Creating New Folders &  Shor tcuts

New empty folders - from My Documents 
1.  “Make a new folder” – Name it!  Enter

New empty folders - from your Desktop 
1.  Right click > New > Folder (enter name)
2.  “Drag and drop” it to your desired location 

Shortcuts to programs or folders
1.  Go to program or folder
2. Right click > Send to desktop (create shortcut)
3. “Drag and drop” it to your desired location
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Files &  Folders – there is a structure
• Folders can be subfolders in other folders

• Folders are “directories”  or “subdirectories”  
• The good news …

• My Documents (folder on desktop)
• My Pictures

• 2005-05-24 Bermuda
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Finding Lost Files or  Folders
Star t > Search > All Files and Folders (all or  par t of the name)

Use *  as wildcard
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Other  than “ My Documents”
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The Old File Cabinet Analogy!

Drawers are like Dr ives

“Desktop”

“D”  CD Drive

“C”  Hard Drive

“A”  Floppy disk

Files and Folders can reside in “ drives”  
as well as special My Documents folder

“E”  USB Removeable
Thumb Drives, cameras, etc
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My Computer  - Dr ives

Dr ives are like 

File Cabinet Drawers
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My Computer  - Dr ives
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My Computer  - Dr ives
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My Computer  - Dr ives
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My Computer  - Dr ives

Icon – Folder w/ Up Arrow

“Up One Level”

From My Computer

Is the Desktop
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Hierarchy: a structure or an organization whose members are 
arranged in ranks, e.g. order of importance

Tree-like: Directories come off of drives, files come off 
folders or directories

Tool to help: Windows Explorer or “Folders”  from My Docs

Objective:  create a better understanding of both structure and 
navigation … or how to get around all of this confusion? 

1.  Drill down …    and   2.  Move up

Organization of Files &  Folders
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Windows Explorer

Start >

Programs>

Accessories>

Windows Explorer
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Try to think of the structure of this file management tool as a filing cabinet with folders 
inside of filing drawers, etc. This concept is represented in Explorer with a "tree" type of 
appearance -- directories come off main drives; files come off directories, etc. 
On the left side of your Explorer window are the folders in your chosen drive. The 
Explorer view begins with Desktop, followed by My Computer, and lists all your drives, 
followed by other folders or programs contained within the Desktop and My Computer. 

Your directory structure is indicated by the indentation levels in Explorer©s left pane. On 
the right side are the files and folders that are contained within the folder you select at 
left. Your selected folder appears to be open, with its contentsspilling out into the right 
panel. 

A minus sign on a folder means that it is fully expanded. A plussign on a folder means 
that more files are contained inside it than are visible. 

When you want to see details of your files (i.e. size, date created/modified), click on 
©View©, ©Details©. When you just want to see a list of files, click on ©View©, ©List©.

Par ts of Windows Explorer
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.jpeg  .jpg

.tif     .tiff

.gif

.nef  .crw

Where Did All Those Photos Go?   Jack Wilfore   November 3, 2005

directories 
and subdirectories

should see 
file extensions!
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Transferr ing Pictures

Docking Station
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Transferr ing Pictures

Card Readers at CVS, Wal-Mart, HHICC, etc

Memory Card into Card Reader into Computer
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Transferr ing Pictures

Camera via USB cable to Computer
XP very friendly 
Be careful (mechanically, electrically)

5. Unplug or  eject hardware.  When you are finished using your device you MUST 
properly eject the device.  If you fail to eject the device properly you will damage the 
computer and possibly your device! 
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Transferr ing Pictures
File Transfer

• Loading and using software that came with 
camera - scary? Read the manual
– just go slowly and follow instructions

• Make the USB cable connection 
– batteries, takes a while! safely remove hardware 

• Follow instructions!
• Windows XP is very photo friendly – may not 

need any camera software
• Photoshop, Picasa, Ulead etc also very friendly
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Picasa 2 – FREE Image Organizer    

Picasa Notes per  Ken Peterson hhicc.org Articles
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Transferr ing Pictures
File Transfer

• Loading and using software that came with 
camera - scary? Read the manual
– just go slowly and follow instructions

• Make the USB cable connection 
– batteries, takes a while! safely remove hardware 

• Follow instructions!
• Windows XP is very photo friendly – may not 

need any camera software
• Photoshop, Picasa, Ulead etc also very friendly

but …
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Now the challenge?

Where Did All Those Photos Go?

Hopefully into My Documents > My Pictures

> some other  easily identified folder !

The key is … what did you name them?

Wheredid you tell the computer  to put them?

Computer software asks, you decide
More than just hitting “ enter”
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Homework (and reference)
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Where Did All Those Photos Go?

Objective: Help you organize, store, and 
find files and documents on your 
computer

Strategy: Review key features, files, 
folders, and techniques to help you 
achieve that objective

Summary: My Documents, Files and 
Folders, skills
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Where Did All Those Photos Go?

Jack Wilfore

a shor t lesson on 
File Management

A lot of information …

File Management Slides on hhicc.org Articles

Do your homework!

Practice makes perfect …

Thank you for your attention …

Any questions?


