How to Copy to P Folder/Drive

1) Locate the files you want to copy
e Example: Computer -> C: -> Users -> jpochini —

J. » Computer » Local Disk (C:) » Users » |jpochini|» ~ | é9 Wl Search jpochini o
Organize v [ Open Includeinlibrary v Sharewith v Bum  New folder

P Name ° Date modified Type size
Bl Desktop 3 Contacts 4/7/2015 10:50 AM File folder
8 Downloads u Desktop 4/7/2015 10:50 AM File folder
%] Recent Places 18 Downloads 4/7/201510:50 AM  Fille folder
£ Favorites 4/7/201510:51 AM File folder
w4 Libraries & Links 4/17/2015 10:50 AM File folder
[¥ Documents 1| My Documents 4/7/201510:50 AM  File folder
J\ Music & My Music 4/7/2015 10:50 AM File folder
=) Pictures = My Pictures 4/7/2015 10:50 AM File folder
E Videos 8 My Videos 4/7/2015 10:50 AM File folder
® Saved Games 4/7/201510:50 AM  File folder
- Computer ¥ Searches 4/7/2015 10:50 AM File folder

& Local Disk (C:)

% jpochini (\\lhsstorag
S5 documentation (\\
3 software$ (Wlhsstor:

€ Network
B MyDocuments Date modified: 4/7/201510:50 AM
[ File folder

[ ]

2) Select and Copy the files
e For a single file simply right click on it and click copy(or control c)
e For multiple files:

o Click on any file and press control A to chose all files in that
folder then right click and copy

| » Computer » i (Q) » HowTo » | 43 [ search How To
Organize v 7 Open  Bum  Newfolder
P Name ’ Date modified Type Size 2
B Desktop 1. PC Cleanup Process 2014.pages 4/8/2015 3:48 PM File folder
18 Downloads | Promethean board 4/1/20157:00AM __File folder
% Recent Places . SNAP 4/8/2015230PM__ File folder
- ﬁ_-] Access Files Remotely 2/6/2014 1:33 PM Adobe Acrobat D.. 254 KB
59 Libraries X amazon_purchase 7/21/2011911 AM _ Adobe Acrobat D.. 111kB
3 Documents ) Clean Slate. 11/3/2009343PM  Microsoft Word9... 24K8
J) Music E_] Horizon Client Install 12/8/2010 1:50 PM Microsoft Word D... 15KB
& Pictures T HT-0044-01_drobo_iscsi_san_with_veeam  2/4/201410:07 AM  Adobe Acrobat D. 3150 KB
H videos T HT-0127-00_windows-iscsi-mpio 3/6/201410:17 AM__ Adobe Acrobat D.. 745KB
(& KMS Activation Server - Step by Step 7/1/2014219PM  Internet Shortcut 1K
% Computer ) New Microsoft Word Document 12/15/201010:59 .. Microsoft Word D... 0kB |
& Local Disk (C) __| pxebootfog 6/30/2014 1234 PM__ Text Document 1k8 :
% jpochini (\lhsstorac | 2] Recover Outlook Databse Mac 11/22/20131202 ... _ Rich Text Format 3KB
=] g o @_] MailingLists. 9/24/2014 3:10 PM Rich Text Format 1KB
G software$ (Whsstor: | ) Scan to Email on Copiers 4/2/20151035AM __ Microsoft Word D... 14,799 KB |
X Scan to Email on Copiers 4/2/20151036AM _ Adobe AcrobatD..  14,702KB
% Network E_] To set up a second email account 6/6/2011 1:15 PM Microsoft Word D... 809 KB ‘
@_] Troubleshooting Town Wireless 12/15/201011:10 ...  Microsoft Word D... 15KB
) vision 11/3/2009346 PM_ Microsoft Word9... 24K8 |
\Q_] web instructions. 3/10/2010 11:46 AM  Microsoft Word 9... 24 K8 ¥
25 items selected
H Showmore details..
O

o Click on a file then shift click another to select every file from
the first file to the second and right click and copy



| » Computer » i (Q) » HowTo » ~ | 49 [ Search How To 2

Organize v (W] Open Bum. New folder > Al @
s Name ’ Date modified Type Size -
B Desktop ). PC Cleanup Process 2014.pages 4/8/2015348PM  File folder
18 Downloads J. Promethean board 4/7/2015 7:00 AM File folder
£l Recent Places L. SNAP 4/8/20152:30PM  File folder
- E Access Files Remotely 2/6/2014 1:33 PM Adobe Acrobat D... 254 KB =
4 Libraries @ amazon_purchase 7/27/20119:11 AM  Adobe Acrobat D... 111 KB
[3) Documents ) Clean Slate 11/3/2009343PM_ Microsoft Word 9... 2 k8
& Music ) Horizon Client Install 12/8/20101:50 PM  Microsoft Word D... 15kB
&) Pictures @ HT-0044-01_drobo_iscsi_san_with_veeam  2/4/2014 1007 AM  Adobe Acrobat D.. 3150 KB
B Videos T HT-0127-00_windows-iscsi-mpio 3/6/20141017 AM__ Adobe Acrobat D... 745 KB
(& KMS Activation Server - Step by Step 7/1/2014219PM __ Intemnet Shortcut 1K
8 Computer ) New Microsoft Word Document 12/15/201010:59 .. Microsoft Word D... 0k8 |
&, Local Disk (C) L prebootfog 6/30/20141234 PM _ Text Document 1K8 F
(& jpochini (\lhsstorag | 2] Recover Outlook Databse Mac 11/22/201312:02 .. _ Rich Text Format 3K8
= jons (|2 ion-MailingLists 9/24/2014310PM __Rich Text Format 1K
& softwares (Wihsstor: | 2] Scan to Email on Copiers 4/2/20151035AM  Microsoft Word D... 14,799 KB
ﬂ Scan to Email on Copiers 4/2/201510:36 AM  Adobe Acrobat D... 14,702 KB
ﬁ Network El] To set up a second email account 6/6/2011 1:15 PM Microsoft Word D.. 809 KB
E_] Troubleshooting Town Wireless 12/15/201011:10 ...  Microsoft Word D.. 15K8
) vision 11/3/2009346 PM  Microsoft Word 9, 2k8 P
@_] web instructions. 3/10/2010 11:46 AM  Microsoft Word 9... 24 K8 i
@j 9 items selected

O
o Control click on specific files to pick and choose certain ones
and right click and co

| » Computer » i (Q) » HowTo » < | ¢ | Search How To L
Organize v [ Open  Bum  Newfolder - [ @
A Covorites Name ° Date modified Type Size -
B Desktop J. PC Cleanup Process 2014.pages 4/8/2015 3:48 PM File folder
18 Downloads |, Promethean board 4/1/2015700AM___ File folder
% Recent Places ). SNAP 4/8/2015230PM  File folder
- T Access Files Remotely. 2/6/2014133PM___ Adobe Acrobat D... 254KB -
3 Libraries |33 amazon_purchase 7/21/2011911 AM  Adobe Acrobat D... 111KB
_i] Documents \_QJ Clean Slate 11/3/2009 3:43 PM Microsoft Word 9. 24 KB
J) Music EJ Horizon Client Install 12/8/2010 1:50 PM Microsoft Word D. 15KB
&) Pictures @ HT-0044-01_drobo_iscsi_san_with_veeam 2/4/2014 10:07 AM Adobe Acrobat D... 3,150 KB
- Videos @ HT-0127-00_windows-iscsi-mpio 3/6/2014 10:17 AM Adobe Acrobat D... 745KB
(& KMS Activation Server - Step by Step 7/1/2014219PM___ Intemet Shortcut 1K8
Computer ] New Microsoft Word Document 12/15/201010:59 .. Microsoft Word D. 0kB |
& Local Disk (C:) L pxebootfog 6/30/201412:34 PM  Text Document 1KB =
& jpochini (Wihsstorag | 2 Recover Outlook Databse Mac 11/22/20131202 .. Rich Text Format 3K8
o o \_ﬂj ion-MailinglLists 9/24/2014 3:10 PM Rich Text Format 1Kk8
&# software$ (\\lhsstor: @ Scan to Email on Copiers 4/2/201510:35 AM Microsoft Word D... 14,799 KB
Scan to Email on Copiers 4/2/2015 10:36 AM Adobe Acrobat D. 14,702 KB
@ Network 2] To set up a second email account 6/6/20111:15PM  Microsoft Word D... 809 KB |
] Troubleshooting Town Wireless 12/15/201011:10 ... Microsoft Word D... 158
)] vision 11/3/2009346 PM  Microsoft Word9... 24K8 B
@_] web instructions. 3/10/2010 11:46 AM  Microsoft Word 9. 24 KB -

twj‘ J] 7 items selected

O
3) Locate your P folder
¢ Computer -> jpochini(your username

' ) Computer » ~ | ¢9 [l Search Computer p

Organize v Properties  System properties  Uninstall or change a program  Map network drive  Open Control Panel

47 Favorites 4 Hard Disk Drives (1)
B Desktop Local Disk (C:)
18 Downloads

%] Recent Places 336 GB free of 74.4 GB

4 Devices with Removable Storage (1)
44 Libraries

[3) Documents @@ DVD RW Drive (D:)

& Music

(&= Pictures 4 Network Location (3)

H Videos documentation§

- jpochini

Tec.. | SV local) (@)
-2

Computer
& LocalDisk (©) =7 :\e\mgsage.scheommocan )
St jpochini (Whsstorss <o’

&9 documentation$ (\\

G softwareS (\\lhsstor:

€ Network

- jpochini (\\Ihsstorage.schoolnet.local\Techs) (P:)
Disconnected Network Drive

O
4) Right click and paste into your p drive(or control v)



2 » Computer » jpochini (WlhsstorageschoolnetlocalTechs) (P:) » ~ | ¢ [ search jpochini (\\hsstorage.schooine... £

Organize v Bum  New folder - 0 @
- Name . Date modified Type Size
B Desktop 4. Alex's Stuff 2/13/201511:48 AM  File folder
18 Downloads )i WINDOWS 2/13/20151148 AM  File folder
%] Recent Places w1 4/8/2015341PM  PNGimage 1278
2 4/8/2015 3:49 PM PNG image 158 KB
4 Libraries 4/8/2015350PM PG image 151 k8|
[ Documents 2015351PM  PNGimage 150 kB
J’ Music 4/8/2015 3:52 PM PNG image 131 KB
&) Pictures
B videos
Computer e »
&, Local Disk () Sortby »
S jpochini (\lhsstorag oy R
&# documentation$ (\\ Refresh
S8 software$ (\Whsstor:
Custornize this folder...
€ Network Paste
Paste shortcut
] Shared Folder Synchronization »
7 items Offline status: Online e ’

F Properties




