	NC Computer and Internet Basics for ESL – Lesson 6
	



	Lesson #6: Using File Explorer

	Activity
	Materials/Notes

	Homework Check
1. Have students check their Lesson 5 - File Explorer Assignment handout with a partner. Address any questions after they have tried to work out any issues themselves.

Lesson 6 Main Points: 
· Viewing the computer’s Devices and Drives
· Using a Flash/USB drive
· Moving, copying, and deleting files

Using File Explorer Introduction
In the last lesson we saw how File Explorer was organized with folders inside of folders. In this lesson we will practice using File Explorer.

Demo/Practice
1. Open File Explorer. 
2. Select/click on This PC. 
3. In the main area, under Devices and Drives, check the computer:
· The “C” drive, the main drive of the computer
See how much free space there is. (Explain “free space.”)
· The DVD drive - Would show DVD name and size if there was a disk inserted.
4. Introduce the Flash/USB drive: hardware, two names, can store files and take them from one computer to another, etc.
5. Have them WATCH your screen as you plug in the flash drive – tell them what is happening: “I am plugging the Flash drive into the USB port. The computer is finding that a new device is attached …” 
NOW THEM, If they have Flash drives, have them plug them in.
See the new device listed in File Explorer.
6. Double-click on the Flash drive’s icon to open it.
See what is inside. 
7. Click the Up Arrow by the Address Bar to return to the view of the drives.
8. Tell them that we are now going to work with some folders and that we are going to do some similar things in different ways. This can be confusing, so they should ask for help any time.  

Do mini lesson (or check ability) on asking for help.
Excuse me.           Can you repeat that?
I’m sorry.  I didn’t get that.         Did you say . . . ?
   Something’s wrong.   
         
Back to the Demo: 
9. Click the toggle (drop down) arrow for Desktop in the Navigation Pane on the left under This PC.
The contents of the folder expand down.
10. Note that the folders are in alphabetical order. Check for any folders starting with “N”.
11. Now, right-click on Desktop (under This PC), and select New Folder.
12. In the Navigation Pane, find the folder we just created in the folders under Desktop. Press down on the right mouse button, hold, and drag it to the Flash drive in the main content pane.  (If they left click, they will open the folder. Tell them to click back on This PC. If they right-click, they will open the context menu, tell them to click away so that the menu disappears. Then help them understand how to grab and drag using the right mouse button.) 
13. The cursor needs to move over the USB Drive icon or info. When you see “Copy to”, let your finger up/release the mouse button.
14. A menu appears; select Move here.
The folder no longer shows in the Desktop list.
15. Now double-click on the Flash drive to open it.
You should see the New Folder in the drive.
16. Click back on This PC. 
17. Right-click on Desktop (under This PC in the navigation pane) again, and make another new folder.
18. (Optional: have them try dragging this new folder to the Flash drive. It doesn’t work because the folder has the same name.)
19. In the Navigation Pane, find the folder we just created in the folders displayed under Desktop. Right-click once on the new folder and select Rename from the context menu.  Rename it to “New Folder2”.  (Click in the small white area just off the end of “New Folder” and type “2”, and then click away from the folder.)
20. Click down on the left mouse button, hold, and drag New Folder2 to the Flash drive.  (If they just click, they will open the folder, so make sure they understand they are to do the same grab and drag, just with the left mouse button this time. If they open the folder by mistake, they can click the Back arrow up by the Address Bar, or just click on This PC again.) 
21. The cursor needs to move over the USB Drive icon or info. When you see “Copy to”, release the mouse button / let your finger up. No menu appears. Did anything happen?
22. Double-click on the Flash drive.
You should see the New Folder2 in the drive. Also, New Folder2 is still under the Desktop list. So, what happened? . . . We didn’t move it, we made a copy, so now there are two of the same folder, and if there were any files inside, those all would have been copied too.
23. Right-click in the main content area, in the empty space under the folders, and select New Folder. New Folder (2) is created.
24. Again, right-click in the main content area, in the empty space under the folders, and select New Folder. New Folder (3) is created.
25. Note that the last two folders are named “New Folder (2)” and “New Folder (3)”. Explain that files and folders that are in the same folder cannot have the same name, so the computer added the numbers. It is OK to have the same name in different folders as we saw when we made the copy, but it is not a good idea. “New Folder (2)” and “New Folder2” are actually different names (do they see how?), but none of those are good names to use. Giving files and folders descriptive and unique names is important.
26. Note that moving, copying, and deleting works the same for files as it does for folders.
27. We now want to delete the folder that is on the desktop. How do you think we could do that? There are at least 5 ways:
· In File Explorer, (Left) Click once on the folder to select it, and then click the Delete key on the keyboard. Select Yes at the warning screen to delete.
· In File Explorer, Right-click on the folder, select Delete from the menu, and then select Yes at the warning screen to delete.
· In File Explorer, (Left) Click once on the folder to select it, and then click the Delete button from the ribbon under the Home tab. Select Yes at the warning screen to delete.
· Move the File Explorer window so you can see the folder icon on the computer desktop. Right-click on the folder, and select Delete from the menu. It is removed without a warning.
· Select the folder anywhere, File Explorer or desktop, and press the Delete key on the keyboard.
28. Use the up arrow by the Address bar to go back to the view of the Devices and Drives.
29. Right click on the Flash drive, and select “Eject”.
30. Remove the Flash drive from the computer. It is OK now.
(Talk about how this is the safe way to remove a Flash drive.) Flash drives will be used in all ESL Computer Basics classes. Bring your drive to every class.
31. Note that when you delete a file, it is moved to the Recycle Bin. 
(Open the Recycle Bin and show the deleted files.)
32. If you are sure you don’t want the files that are in the Recycle Bin, you can get rid of them completely. 
· With the Recycle Bin closed, right-click on the Recycle Bin icon, and select Empty Recycle Bin.
· With the Recycle Bin open, right-click on an open area in the main window, and select Empty Recycle Bin.
· For just one item, you can right-click on just that one item in the main window, select Delete, and click Yes. This will permanently delete just that item.

· Hand out the L6 Using File Explorer Assignment handout. Students can do Assignment 2 practice in class in pairs. They can do it again outside of class by themselves for extra practice.
· Hand out the L6 Using File Explorer vocabulary handout. If there is time, do pronunciation of the vocabulary. 

Assignments
1. Assignment 1 – Read the Lesson 6 Using File Explorer vocabulary handout. Practice and learn the vocabulary.
2. Assignment 2 – Practice and fill in the Using File Explorer Assignment handout.
	5 min.
Answer Key:
C-I_L05-xAssignment-AK 
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A Flash drive – if possible, Flash drives for all students
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Emphasize right vs. left 
and click vs. click down and hold


















































Always use proper eject procedure before removing a Flash drive.











15 min.
Using File Explorer Assignment handout
C-I_L06-xAssignment
Using File Explorer vocabulary handout 
C-I_L06-vUseFileExplorer
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