File Management

File Management in Windows XP

File management is a necessary evil associated with computers, It's really not all that much
different than rummaging through a heap of papers on your desk except you don't get paper
cuts, In cither situation, a hit of organization and using the tools available can make the task
casier.



File Management Utilities (sman software programs)

My Computer - at home
Internet Explorer - on our school network

Most Larger Application -
Word Perfect

Microsoft Word
Paintshop Pro



File Management Terms to Know

Folder-

The part of the disk structure that
holds files and/or other folders (called
subfolders)

Example:

Your main folder is called G :

You should create a sub folder called I TC401

To write this in computer terms it would be:

G:\ITC401
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ROOT DIRECTORY - or ROOT FOLDER
The original (or highest level)
directory on a disk or drive
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Subfolders -

Folders that are

within other
folders.
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FILE -

A set of
data that is
saved on a
disk as a
named unit
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FILE TYPES

DATA FILE -
A file that contains data created in a
program, such as a word processor.

ASSOCIATED FILE -

A file that is identified as belonging
to a certain application.

APPLICATION FILE -

A file that holds a set of instructions
such as word processing.
Starts a program



Organize your files..............
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File Management Exercise

1. In your ITC folder, create a subfolder called FILES

2. Copy all files from the FMGR Folder on S: drive to the FILES folder in your account

3. In your FILES folder , create two subfolders called PAINT and WRITE

4. In your PAINT folder, create three subfolders called DRAW, PICS, and OTHER

5. Move all files from the files folder into what you feel are appropriate subfolders. Make sure that all
subfolders are used.

Complete the File Management Handout and Pass in






