Mansfield Public Schools — Technology Department

Deleting Files from Your Personal Network Drive

Users of the Mansfield Public School’s computer network are assigned space on the network
server. This space is referred to as your personal network drive, or more commonly as your “P
drive”. At the end of each school year, users are requested to free up space on the network by

deleting any unnecessary files. Please follow these instructions for deleting files that you no
longer need.

From your desktop, double-click on the Explorer icon to open Windows Explorer.
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If you don’t have an icon on your desktop that looks like the one circled above, click on Start,
Programs, and find Windows Explorer

This will open the Windows Explorer Screen as pictured below:



Before we start deleting files, a word about Windows Explorer.....

What is Windows Explorer? Think of Windows Explorer as being a filing cabinet for
everything on your computer. Programs, documents, pictures, folders and files are all stored on
your computer. Windows Explorer shows you how, and where they are stored.
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Please refer to the listing below for a description of the Windows Explorer screen:
(Note: If your screen does not look like this, choose View from the toolbar and select Details)

A — Explorer Bar — The left side of the screen shows you the drives and folders you have access
to. If you look at the example above, you will see that several drives are listed (C, D, E, F, I, K,
L,N,O,P,Q,R,S, V,Y, Z). Depending on your network connections, your screen may not
have all of these drives listed.

A [ (plus symbol) indicates that the drive is “expandable”, meaning that there are folders and
files within the drive or folder. If you click on the plus symbol, the drive will expand to show
you additional folders and files.



B — Folder / File List — The right side of the screen shows the folders and files located on the
drive you selected on the left side of the screen. In the example above, you will notice that the C

drive is selected (highlighted) on the left side of the screen. The right side of the screen displays
the folders and files stored on the C drive. If a folder icon is closed, you can double-click it to
display the folders and files within the selected folder. Confused??? Let me show you an

example:

[EX Exploring - Accmath == E
J File  Edit “iew Go Favorites Toole Help |
N ‘ 4 ‘ ) ‘ X .
Back Famand Up Cut Copy Paste Undo Delete  Properties Yies
| Addhess |1 CAaCCMATH [ |
Folders x | Size: | Type | Maditied -
) Desktop Bl D File: Folder 11/15/01 1:18 PM
£ 2] My Computer File: Falder 11/15/01 1:18 PM
£ 3 Floppy [&:] Accmath [z Reports File Folder 11415401 1:18 PM
EIQ T L~ - [:I Sample File Falder 11/15/01 1:18 P
-] Acceath2n B accMath 2960KE Appication  11/1/991:00 &M
{21 Access Fom Samples Select an itern to 8] AccMath.pen 1KE  PEM Fils 1141439 1:00 AM
- Accmath view its description. =] AceMath GID 21KB  GID File 3721702 1:44 PM
B2 BaseData &> AcelMath 252KE  Help File 1141499 1:00 &M
- Dés | k2] amDaataDi 256KE  Application  11/1/991:00 AM
L1 Reparts =] amD ataDr.GID 9B GID Fils 4/5/02 307 FM
B0 Sample )
-] adobe @ armD atalir 18KB Help. F|I|=T 1141499 1:00 AM
] Backup ﬁ\ amllckSch 1.608KE  Application 1141/991:00 AM
= 0 Bde &> amickScn 11KE  Help File 11,1/93 1:00 &M
{77 Coram @ amReadme 13KE  ‘WwWiite Docu...  11/1/991:00 A
&0 Del (] bas501t.dl 7EKE  Application .. B/8/96 501 AM
{27 Delltil 9 ch32_083.dll 353KB  Application ... 1141493 1:00 AM
&0 O [%] cp32_D8a.di ZMKE  Application .. 11/1/991:00 AM
-] FrontPage Tutarial Q cw 322 0mt. dil 244KB  Application ... 8/8/96 507 Ak
-7 Inetpub %] db3z_nea.di 354K Application .. 1141499 1:00 &M
-0 Kpems Q Ddreadme SKB Wiite Docu.. 11/1/331:00 AM
-] Literacy Backup [%] fd32_nea.di 987KE  Application .. 11/1/991:00 AM
B2 My Documents (] fm32_0g3.dI 1,346KE  Application .. 11/1/991:00 &M
{20 My Download Files %] r32_nea.di 163KE  Application .. 1141499 1:00 &M
7 My Music hd o9 1me T AR Aol e 41 o o0 o
«| . i '

| [12.6MB (Disk free space: 15.1GE)

iﬂSlart"J %]Inbox-...l E¥ Micros... ”@ Explo... ﬁF‘rofess...l @Windo... |

|_,§‘ My Computer

BNOE #E e Bd D@ 1156

Looking at the left side of the screen displayed above, you can determine that I have selected to
view the contents of the Accmath folder on the C drive. You can tell this because the Accmath
folder is “open” and is expanded (there is a minus symbol next to the folder). The right side of
the screen displays the contents of the Accmath folder — that is, what files are contained within
the Accmath folder.

C — Folder / File Size — The size column indicates the size of each of the files listed.

D — File Type — The file type, whether it is an application, word document, excel spreadsheet,
powerpoint presentation, picture or other file type is displayed in this column.

E — Date Last Modified — The date the file was last accessed is displayed in this column. It is
not the date it was created, it is the date it was last opened.

Deleting Files from Your P Drive.



1. Open Windows Explorer

2. On the left side of your screen, click on the [ symbol next to your P drive.
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3. On the right side of the screen, click on the word “Modified” to sort the files and folders by
the date last modified. Click once to sort descending and twice to sort ascending
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4. Review the files to determine which ones you no longer need. You may need to actually
open the file to determine this. You can open the file by double clicking on the file name.



5. Once you determine that you would like to delete a file, highlight the file by clicking on it
once. The filename will become highlighted as in the example below.
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6. From the Windows Explorer toolbar, click on the word File and choose Delete from the list.
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7. If you would like to delete the file, click Yes.

8. Continue steps 5-7 until you have deleted all unnecessary files.

A Word of Caution!!!!

* Ifyou do not know what the file is, DO NOT DELETE IT.

* Ifyou can’t open the file to determine what it is, DO NOT DELETE IT.

* Be careful deleting files with an extension of .exe. This indicates that it is a program and the
program will no longer work if the file is deleted.

* Once a file is deleted, it is gone.

The purpose of saving things to a network drive is so that the file can be shared and backed up.
You should store all documents, spreadsheets, powerpoint presentations and other important
files on your P drive. When you are finished with the file, please remember to delete it from



your P drive. You should not install applications (identified with a file extension of .exe) to
your P drive. Applications should be installed to your C drive.

Space is limited on the server so your attention to this is appreciated.



