	Computer and Internet Basics for ESL – Lesson 4
	



	Lesson #4: Introduction to File Explorer

	Activity
	Materials/Notes

	 Homework Check
· Check for any questions about lesson 3 and the Windows handout.
· Give them the following sentences, and ask if they are True or False. See if they can correct the false sentences.
1. Ex.  The scroll bar is used to make the window change size.
(False - The scroll bar is used to make the window content move.)
2. The Operating System is a type of hardware.
(False - The Operating System is a type of software.)
3. You click on icons and links. (T)
4. Right-click once to open an application from the desktop.
(False – Double (left)-click to open an application.
or     Right-click once to open a menu.
or     Right-click once to open an application from the Taskbar.)
5. Launch means to start a program. (T)
6. “Minimize” means close. 
(False - “Minimize” means to make smaller. You may need to reiterate that when you close a window, it turns off and “disappears”, but if you minimize it, it looks like it disappears, but it  is still opened, just hiding on the Taskbar.)

[bookmark: _GoBack]Lesson 4 Main Points: 
· An actual office vs what is on the computer
· The File Explorer Window, menus and tabs
 
Introduction to the File Explorer
In the last class we worked with the desktop, the Taskbar, and the Start menu, and we created a folder. Today we are going to learn about the “File Explorer” which is an application that allows us to work with all the files and folders on the computer. Ask if anyone has heard of “Internet Explorer” and note that that is a Microsoft web browser for using the internet. File Explorer is for using the computer.

Demo: Spread the papers and folders out on your desk in a haphazard way. Talk about how, in an actual office, your desk is your work area. That there are a lot of different kinds of papers, and you work on different papers in different ways. You can talk about how some people have clean desks while others have desks covered in papers, etc., but usually everyone has some sort of system for finding and taking care of their paperwork. 

The computer is like that too. The computer desktop is your work area. You might work on a paper (a document), or a photograph, or something else (show the physical examples of each, mention that this includes videos and music/audio); these are files. Some people like to put everything on their desktop so they can see it (place each of the papers and folders side-by-side on your desk.) But you can see, if you have a lot of files, it can be difficult to find what you want easily. So what do people in an office do? (They put things together in folders, and put the folders away in file cabinets in an organized way.) 

You keep papers and pictures organized by putting them together in a folder, usually by project or by type (for example photos or music.) Sometimes, for organization, you put folders inside of other folders. The papers and folders you want to keep, you put in a file cabinet - you save them so you can get them later. Things you don’t want to save, you throw away in the recycle bin. 

That is how the computer is too, and the File Explorer lets us look at all the places on the computer so we can find and work with all the files and applications there. It is like being in the office; you can see what kinds of machines they have, go look at what is on the desktop, or open any file cabinet and get to any folder or file.
(This may be a good point to reiterate that they now know about two things on the computer; the software, which is used for doing things with the files; and the files themselves, which are the papers, pictures, videos, etc. that are kept on the computer to be worked on or saved.)

Now let’s see what it looks like on the computer.  

Demo with students 
Ways to open File Explorer  (We saw two ways in the last class.)
1. Start Menu: 
Start  >  File Explorer link 
2. Easier than that, there is an icon right on the Taskbar: 
Taskbar >  File Explorer icon
3. A third way that you should know about is to use a keyboard shortcut (when you type two or three keys at the same time to make something happen): 
Windows key + E  (“E” for “Explorer”) 
4. Also, anytime you open a folder, it will open in File Explorer

The File Explorer Window: 
You can see icons that look like files and folders, and some that look like computer parts, for example “This PC” has an icon that looks like a computer.
There are different areas in the window:
· Quick Access area (top left) - most recently accessed folders and “pinned” folders (folders you tell the computer you want to see there)
· OneDrive – “Cloud” storage, rather than saving the file on your computer 
· This PC (“My Computer” on older machines) – shows where the files and software really live on the computer 
· Network – if your computer is connected to a network with other computers, you will see them here - Note that you can see some things like the OneDrive and Network only when they are connected to the computer.

Note that the whole left section stays available wherever you are in the File Explorer so that it is easy to get from one area to another.
· On the first screen on the right side, Frequent folders and Recent files (Similar to what is in the Quick Access area – Remember, the computer often gives us multiple ways to get to or do things.) 
· At the top of the window, the Menu or Ribbon Toolbar 
(Note that the Menu is also always available but it changes slightly according to where you are.)
· At the very top left, the icon for where you are, some quick actions, and then the name of where you are
· Under that, some tabs
Demo Tabs: 
Gather up a bunch of papers and hold them up for the class to see. Ask what is on the first paper. What about the second? Third? Now attach some tabs with some basic labels: Letter, Picture, etc. Now can they tell you? And if you want to go to the Picture, you don’t have to look through from page one, just go to the correct tab.
Note that they may not use much from the tabs in File Explorer, but in other programs like Word, the tabs may have lots of things they need.
· File tab – example of not being very useful:
File  >  Help   vs.   Help icon at top right of window
· Home tab – Note, items that are grayed out, are not able to be selected or used
· Share tab
· View tab – may be the most interesting tab here since it can change the information you see, but you can also make a couple of quick changes with the two buttons at the bottom right of the window.
Click View  >  Review pane, then click on one of the files in the Recent files list.  Note how you can now see part of the document in the area on the right. 
Click View  >  Review pane off and the preview disappears.
Demonstrate the arrow toggle at the far right to expand and minimize the toolbar.
On the next bar:
· Back, Forward, and Up Buttons - Use the Back button to go back to the last location or search results you were viewing, the Forward button to return to the next location or search results (if you went back), and the Up button to open the location where the item you are viewing is located. 
1. Double click on the Pictures folder. 
Note that the Address Bar now shows:  
          [image: ](Picture icon)  >  This PC  >  Pictures
2. Click the Back arrow button.
3. Note that you are now back to the page you were before.
4. Click the Forward arrow button.
5. You are now back to Pictures.

· Address Bar - Use the address bar to enter or select a location. (You can tap or click a part of the path to go to that level.)
1. Double click on any folder (in Pictures).
2. Note the addition of the folder name in the Address Bar.
3. Click the word “Pictures” in the Address Bar.
4. Now you are back to Pictures.
5. Click in the Address Bar (the whole address is highlighted), type “music” and press the Enter key
6. Note that you are now in the music section (Music shows in the address in the address bar, is highlighted in the sections on the left, and you see the music options in the main area of the window)

· Search Bar - Use the search box in the upper right corner of the File Explorer window to find any file in the current folder that contains your search term, either in the file name or in the body of the file.
1. Go back to the Pictures folder.
2. In the search box, type  .wmv 
3. You now see all the videos that are in the Pictures folder. 
( .wmv is a video file name extension.) 

A few items at the bottom of the window:
· The Status bar at the bottom of the window gives some information about what is in the main area of the window – here it shows how many items are in the folder. 
· In the bottom right corner are the two icons we talked about that can quickly change the way the information is presented.
1. Click the icon to display information. 
2. Remember that you can resize a window by dragging an edge or corner. 
3. Also change things inside a window – resize the navigation pane, resize the columns by dragging between the headings.

Pin 
The last thing to look at that we have seen in these windows, and also in other main areas is this graphic that looks like a push-pin. [image: ] Point out the graphics on the screen and then show the real item. Demonstrate how papers can be pinned to the wall. Note that you can make lots of copies of something and pin them in many places, but that would make a mess, so on the computer the pin is more like a shortcut. Clicking on the pinned item takes you very quickly to the one original.

Click back to the Quick access screen. Point out the items in the Quick access section that have the pin icon next to them. Point out the very same items with pins in the Frequent folders section. Then point out the same items under This PC. They do not have the pin graphics. These are the real items!

You can customize your computer, make it the way you want it. You can choose colors, pictures, and how to get to programs, and how to get to folders. If you have a program you want to get to easily, you can make a shortcut on the Desktop or Taskbar. If you have a folder you want to get to easily (not a single file), you can pin it in File Explorer.


(Optional) Practice 
Walk the students through:  Pinning and unpinning in File Explorer
1. Ask students how to open File Explorer 
(1. Start  >  File Explorer
 2. Taskbar  >  File Explorer icon
 3. Keyboard shortcut Windows key + E  
 4. Open a folder)
2. Under Quick access, Right-click “Pictures” and select Unpin from Quick access
3. Pictures disappears from Quick access list and from Frequent folders
4. Under “This PC” Right-click “Pictures” and select Pin to Quick access (not Pin to Start)
5. Pictures is now back under the Quick access list and in the Frequent folders section
6. Under “This PC” Right-click “Pictures” and now select Pin to Start
7. Open Start. Where is it? (Look at the bottom/end of the tiles.)
8. Right click on the tile and select  Resize  >  Small
9. Right click on the tile and select Unpin from Start

· Hand out the L4 File Explorer vocabulary handout. If there is time, do pronunciation of the vocabulary. 

· Hand out the L4 File Explorer Assignment handout. Review hovering over an item so that the tool tip appears. 





Practice Assignments
1. Assignment 1 – Read the Lesson 4 File Explorer handout. Practice and learn the vocabulary.

2. Assignment 2 – On the computer, review what you learned in class.
1. Open File Explorer and practice opening different folders and getting back to the first screen you opened. 
2. Open the menu tabs at the top and pause the cursor over the buttons so that you can read the tooltips.
3. Write the tooltip text that goes in the boxes on the practice sheet.

	5 – 10 min.
C-I_L03-vWidows handout

Optional, write the sentences on the board

















5 – 10 min.
FYI 
https://www.youtube.com/watch?v=FZqKyhfD7-E   1:45 to 2:48


For demo:
Actual documents, photographs, charts, file folders 
Also, labels, sticky tabs, push pins, paperclips 

























30 min.



























A piece of ribbon
FYI
http://www.techrepublic.com/article/get-to-know-file-explorers-ribbon-toolbar-in-windows-10/ 

Tabs and papers





















































A few actual push pins











“Shortcut” (for programs) 
vs. “Pin” (for folders)


5 min.















5 min.
Lesson 4 – File Explorer vocabulary handout 
C-I_L04-vFileExplorer
Lesson 4 – File Explorer Assignment handout
C-I_L04-xAssignment














Answer Key
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