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 Lesson Notes
When working on a computer, all the documents 
you work on get saved in fi les, and these fi les 
are stored in folders on the computer. How you 
save these fi les and then organise, move, copy 
and delete them, is called fi le management and 
is very important if you are to use your computer 
effectively.
Folders can be created on various drives of 
a computer. Each computer is different but 
generally the stiffy disk drive is called the A drive, 
the hard drive is the C drive, the CD drive is the D 
drive, and the USB drive is the E drive.
As we said earlier, if you decide to keep a piece 
of work it is saved as a fi le. You need to give 
each fi le a name, which can have up to 255 
characters, and should refl ect the content of 
the fi le so that you can retrieve it easily. For 
example, Geography Project Volcanoes is more 
meaningful than Project. These fi les are then 
stored in various folders (Window, Macintosh) 
or directories (DOS, UNIX) on your computer. 
Folders can contain subfolders if necessary. 

To copy or move fi les is fairly simple process.  If 
you copy a fi le, you create a duplicate copy of the 
fi le in a second folder whereas if you move a fi le, 
a copy of the fi le will no longer be in the original 
folder. The exact procedure will depend on your 
operating system but you must make sure that 
the correct folder and drive have been selected 
before you move or copy. 
When you no longer need the data in a particular 
fi le, you can delete it by selecting the fi le 
name and then hitting the DELETE key on the 
keyboard. This will delete the fi le and store it 
temporarily in the RECYCLE BIN (Windows), 
TRASH CAN (Macintosh) or similar directory 
depending on your operating system. That means 
that you can restore a fi le if you deleted it by 
accident. Periodically you should delete all the 
fi les in this temporary storage directory to save 
space on the hard drive.
The fi nal aspect of fi le management that you 
need to know about is the FIND function. Most 
operating systems have a facility that lets you 
search for a fi le if you have forgotten where you 
have saved it.

F�le Management
Most of the work you do on your computer gets saved to be used again. All this saved information is 
stored in fi les and you need to know how to save, organise, move, copy and delete fi les. This is known 
as fi le management and proper fi le management is essential for effi cient computer usage.

 Lesson Outcomes
By the end of the lesson, you should be able to:
• Describe the concept of fi le management;
• Describe the process of folder creation.
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This task supports the assessment of:
LO 1: Hardware and System Software
• Understand the concept of fi le organisation 

into multi-level directories
• Distinguish between different types of fi les by 

their extensions or application types.
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 Task
1. With the help of your teacher, decide on the 
 best way to reorganize files and folders 
 stored on the hard drives of your school 
 computers.
2. Then create meaningful folders and sub-
 folders for all your files. Lastly copy, move 
 and store all future files in these folders.
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