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Locating Specific Files on the Technology Resource DVD

(Refers to all T4 Technology Resource DVD’s that were issued from Tuesday 28/9/10 onwards)

Instructions to locate the Excel file with the location
of all files on the DVD.

1. Place the Resource DVD in the DVD drive of your
computer. Take note of the drive letter of your
DVD-ROM drive as this may be important later.

Normally the DVD-ROM will be designated as the D:

drive and you will not need to make any
adjustments, but sometimes it may be designated
as a different letter as is the case on my computer
where it is designated as the E: drive (Figure 1).

2. Click on the Open Folder to View Files option.

3. All the documents are stored in the “Resources by
Topic” folder (Figure 2). Open this folder.

4 Files Currently on the Disc (1)

g

1]

Resources
by Topic

Figure 2

4 & DVD/CD-RW Drive (E:) My Files

Mixed content options

,'”%? i Import pictures and videos
L-J__I using Windows

@ Copy Disc
=% using Roxio Creator Copy

Download images
using Adobe Bridge C55

4| Import pictures and videos
using Windaws Live Photo Gallery

Jd\ﬂ\' View pictures
using Windows Live Photo Gallery

[ 0 Play
using Windows Media Player

General options

Open folder to view files
} using Windaws Explorer

Figure 1

4. This folder contains 5 sub folders equating to syllabus layout plus the important Excel file
which contains details of the location of all the resources on the DVD (Figure 3).
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5. Open the Excel File “Technology Resource DVD Listing”.
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Instructions on using the Excel Resource Listing File
A B C D E F G

1 |File List of d:\

3 |Name Extension Path (Without Name)

4 |Technology assessment 2009.ppt ppt AR by Topi ion Material aveniew & feedback 2009\
5 |L.Cert Tech Higher Marking Scheme.pdf pdf AR by Topi Material Schemes\

6 |L.Cert Tech Ordinary Marking Scheme.pdf pdf d\R by Topi Material Schemes\

7 | Student Courserwork Briefs 2009.pdf pdf d\R by Topi Material Cour: rk Briefs 2009\

8 | Section A Higher Level 09.pdf pdf d\R: by Topi Material Papers\

9 | Section A Ordinary level '09.pdf pdf d\R: by Topi Material Papers\

10 | Section B and C Higher Level 09.pdf pdf d\R: by Topi Material Papers\

11 Section B and C Ordinary '09.pdf pdf 4R by Topi Material Material Papers\

12 | Technology assessment 2010.ppt ppt 4R by Topi Material Material 20 avenview & feedback 20101
13 |HL Teicneolaiocht Scéim Mharcala 2010.pdf -pdf d:\Ry by Topi ion Material 20104rish version\,

14 |OL Teicneollaiocht Scéim Mharcala 2010.pdf pdf Ry by Topi ion Material 20104rish version\

15 Teicneolaiocht Ardleibhéal Roinn A 2010.pdf pdf d\R by Topi Material 2010\rish version\

16 Teicneolaiocht Ardleibhéal Roinn B & C.pdf pdf d\R by Topi Material 2010\rish version\

17 Teicneolaiocht Gnathleighéal Roinn A 2010.pdf  pdf d\R by Topi Material 2010\rish version\

18 Teicneolaiocht Gnathleighéal Roinn B & C 2010.p pdf d-\R by Topi Material 2010\rish version\

19 | HL Technology Marking Scheme.pdf pdf d\R: by Topi [ Material 2010\Marking Schemes\

20 |OL Technolnﬂ Marking Scheme 2010 .pdf Ef d-\Resources by Tnewc\Aaassamem Material\Examination Material 201U\Markmg Schemes\
Figure 2

1. Widen Column C sufficiently to display all text in the column. You can ignore columns D, E, F
and G as these are blank (Figure 5).

to quickly locate the file.

Let’s assume we wish to locate a PowerPoint presentation file which we can use to introduce the
Mood Light project to a class. There are nearly 2,500 files on the disk so we are going to need help

We know that PowerPoint Files have a .ppt extension so we can use the Excel filter option to display

only files that have a .ppt extension.

2. Click on the arrow located above and to the right of the

Extension cell as shown in Figure 6.
3. Inthe Text Filters window click on the (Select All) option to

turn this setting off. (Figure 7)
4. Slide down through the list of extensions (they are in

alphabetical order) to locate the .ppt filter and click in the box

to turn it on. (Figure 8)
5. Click the OK button.
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Only PowerPoint files will now be displayed as these are the only files which have a .ppt extension,
but this still leaves us with over a 120 files to sort through.
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Since we know the possible name of the file we can further filter the list.
6. in column A (File List of d:\) Click on the filter button n
_ 21 sotatez
and turn off (Select A) as shown at Figure 9. .
7. Search the list of PowerPoint files (in alphabetical Al sotztoa
order) to determine if there is a mood light file Sl '
listed, if yes click in the box to the left of the file i
name to turn on the filter and then click OK. (Figure b
10) Text Filters 3
. -~ i
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gy ood Light. ppt [ [] 555 IC operation.ppt
- PMotion Vehide. ppt I
~[]Motorcycle.ppt - Figure 6
1| T ' [ 3
[ oK J [ Cancel

Figure 7

8. Only one file is now listed and its location is displayed in the Excel file a shown at Figure 11.

A B C
1 |File List of d:\
2
2388 Mood Light.ppt ppt d-\Resources by Topic\3upplementary resources\Sample Technology ProjectsiMood Light\
AT
Figure 8
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Automatically locating the required document using Windows Explorer.

The full path to the location of the required document is now given in Column C of the Excel file and
we can use this information to have Windows locate the file automatically.

1. Select the path location by right clinking the mouse button in the cell and then selecting
copy from the drop down menu as shown in Figure 12.
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Figure 9

2. From the Start menu select Computer (My Computer).
3. Leftclick in the blank area of the Window address bar as shown in figure 13.
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Figure 10

4. Hold down the Ctrl key and then press the v key (Ctrl + v) to paste the Excel cell contents
into the address bar as shown in Figure 14.
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Figure 11
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Normally this will give you the direct path to the file, but remember sometimes the DVD drive is

designated as another letter other than d:

5. If this should occur click in the address bar and delete d: and change to e: or whatever letter
is designated by your computer, but make sure to leave the remaining address as indicated.

6. Pressthe Enter key or click on the blue arrow pointing to the right at the right hand side of
the address bar and Windows will take you to the

folder containing the file (Figure 15). . )
8 (Fig ) 4 Files Currently on the Disc (2)
- - =
As you can see in our example (Figure 15) there are actually M
. . _ o]
2 files in the folder called Mood Light, but only one file is Mood Light Mood Light
the PowerPoint presentation we were looking for.

Figure 12
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