Year End Clean Up 

With access to Windows Explorer it is very simple to clean out your C, S and U drives each spring.

· Login the computer as yourself (if you don’t, you won’t be able to access your U drive).  
· To open Windows Explorer, right click the My Computer icon and then left click Explore. 
· In the left column, double click on the drive you want to access.

· Double click on the folder you wish to access (On C: probably My Documents; on S: probably Teachers and then your name; on U: the only folder you can access is yours – firstname.lastname). 
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From this point on you merely right click on the folder or file you want to delete and then left click on delete. To open a folder, double click on it. 
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Here are some of the
different ways you can
manage these files:
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Note: There are some files that everybody has that are system files that do not need to be deleted.  They are: ��





























Clicking on any one of these titles lets your organize your files according to either the name, size, file type, or date you last worked on it. Just click on the gray title bar.





By clicking on Views, then Details,  you can see the last date you opened a file, the size of the file, and the type of file it is.





When you right click on a file, this menu box will open up and you can decide what to do with that file. 
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Also, look for work for students you don’t teach any more. 





Look for larger files you might can do without (this one is 3Meg). 





Look for files that are not work related. 





Look for files that are older (this one’s from 1997).





Clicking the Up arrow will take you up one level in the folder structure








_1049901201

_1049901786

