A Step-by-Step Guide on How to Delete Network Files That You No Longer Need
This document provides step-by-step instructions on how to delete files from your “Home Drive” or a network drive, and how to save files onto a Compact Disc (CD) or Flash Drive.  

How to Delete Files from your Home Drive or a Network Drive

1. Click on “My Computer”.

2. Select your Home Drive or the Network Drive that you want to cleanup.

3. Right Click on the Folder or File that you want to delete. Select “Delete”.  The message “Are you sure you want to delete XXXXXXXXXXXXXXXX document” will appear. 

4. Click “Yes”.

The File or Folder will be removed.   

How to Save Files from your Home Drive or Network Files to a Compact Disc (CD) or Flash Drive 

1. Insert your CD or Flash Drive.

2. Click on “My Computer”.

3. Select your Home Drive

4. Open the Folder or File that you want to save.

5. Select “File” on the Menu Bar

6. Select “Save As”

7. Select the CD or Flash Drive that you want to save the File or Folder to.

 The File or Folder will be saved to the CD or Flash Drive.   
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