Instructions to Move Documents from your C: Drive or your H: Drive

If you have documents stored on your H: Drive and not organized in a Folder on the H: /Drive you will need to:  

· Create a Folder on your H: Drive called “My Documents”; you can create this folder as follows:  

· In Microsoft Word 97, choose “File”;

· Choose “Save As”;

· From the “Save As” dialogue box, click the “Save In” drop down arrow and click on H: Drive;

·  again from the “Save As” dialogue box, choose the 3rd manila folder and you will see the “New Folder” dialogue box; click on the empty “Name:” box and type “My Documents”.

· Click “ok”

You have created your new Folder “My Documents”

After you have created your new Folder on the H: Drive, you are ready to move your documents to the new Folder.

· Right Click on Start Button;

· Right click on Explore (this shows everything on your computer);

· Scroll until you locate the H: Drive and Click on the H: Drive in the left pane of your screen;

· Your folders and any documents not in a folder will appear in the right pane of your screen;

· To sort your files by type – right click in the right pane in the empty white space;

· You will see a menu, “Arrange Icons”;

· Choose “Sort by type”

Your documents will be sorted and put into groups --  Word, Excel, Visio, etc.

· Right Click on the first document;

· Hold down the shift and control key at the same time;

· Right click on the last document you want to move;

All your documents will be “highlighted”;

· Release the shift and control keys;

· Click on Edit on your menu bar at the top of your screen;

· Choose “Cut”

· Click on the Folder you created on your H: Drive (“My Documents”);

· Put your cursor in the right pane in the empty space;

· Right click in the empty white space in the right pane;

· Choose Paste

Your documents will be moved to your new Folder.

To move documents from your C: Drive to a diskette:

· Insert a diskette in your CPU; 

· Follow the instructions above except after you cut the documents you would click on “3 1/2 Floppy (A:​)”

Your documents will be moved to a diskette

