Spring Cleaning: HDrive

Checking Your HDrive File Size

1. Double left-click on the My Computer icon on your desktop.
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3. Click on Edit A Select All to highlight all of your files in your H-Drive.
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4. Right-click on the highlighted files and
select Properties.
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5. This will calculate your H-Drive file size on the General Tab of your file
properties dialog box. Please Note: This may take a few minutes if you have a very

large H-Drive.
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Searching for and Removing Duplicate Files

1. Left - click on the Start Menu and select Search A For Files or Folders.
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2. Select All Files and Folders.
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3. Type * * in the box for All or part of the file name

and select your H 1 Drive from the Look in: drop
down. Left click on the Search button.

4. Once your search is completed, left-click at the top
of the Name column to organize your file in
ascending or descending alphabetical order. Look
for files with identical names and file sizes.

Search by any or all of the
criteria below.
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