Using Windows Explorer to Manage a Windows
Profile

1. Open Windows Explorer, (Right mouse click on “Start Menu” and select “Explore”)
2. Select your C: drive and expand C. (figure 1)

&% | ocal Disk (C:)

Fil= Edit Wiew Faworites Tools Help

@ Back - () I_ﬁ? /__-} Search !llj“ Falders .

Address I-a-n Latht

"

Folders b Mame - Size
@' Deskkop u:_jDocuments and Settings
4 My Documents I3 Program Files
= % My Computer RECYCLER
[E= =1 1Syskem Yolume Information
F ik CD Drive (D) ICkermp
= G‘ Zonkral Panel L WIMDIOWS
= ‘-_—g My Mebwork Places WU Temp
2 Recycle Bin _MawCClE Log 5 KB
I Unused Deskiop Shorkcuts FlauToEREC.BAT O KB
= biook.imi 1 KE
| COMFIG. SYS 0KE
== hiberfil. syws 130,596 KB
réj IMSTALL.LCHS 1 KB
| I, SYS 0 KB
| MSDOS.SYS 0 KB
TMTDETECT . COM 47 KB
== mkldre Zza KB
| pagefile. sys 196,508 KB
Figure 1

2. Once C: is expanded, select the folder “Documents and Settings”. (Figure 2)
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Figure 2



3. For this example we will delete items out of the “Desktop” folder. The most common folders to
work with are “Desktop” and “My Documents” folder. Any of the other folders in the illustration
should be handled by HCS Staff. (Figure 3)
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Figure 3

4. Next step is to select the file(s) that need to be deleted, right click on the mouse and select
delete. (Figure 4)
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Figure 4



5. You should get a message confirming the file deletion. (Figure 5)
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6. Continue to delete files as needed and always remember to empty the recycle bin.



