File Management
Lesson Exercise
Q.  Have you created a file on a computer before?

Q.  What is a file?

Answer:  (n.) A collection of data or information that has a name, called the filename. Almost all information stored in a computer must be in a file. There are many different types of files: data files, text files , program files, directory files, and so on. Different types of files store different types of information. For example, program files store programs, whereas text files store text.
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Text files:

A file that holds text. The term text file is often used as a synonym for ASCII file, a file in which characters are represented by their ASCII codes.

Program files:

(n) An organized list of instructions that, when executed, causes the computer to behave in a predetermined manner. Without programs, computers are useless.

Directory files:

An organizational unit, or container, used to organize folders and files into a hierarchical structure. Directories contain bookkeeping information about files that are, figuratively speaking, beneath them in the hierarchy. You can think of a directory as a file cabinet that contains folders that contain files. Many graphical user interfaces use the term folder instead of directory.

Tree structure:

A type of data structure in which each element is attached to one or more elements directly beneath it. The connections between elements are called branches. Trees are often called inverted trees because they are normally drawn with the root at the top

Root directory:

The top directory in a file system.

Sub directory:

A directory below another directory. Every directory except the root directory is a subdirectory. In Windows 95 and Windows/NT, subdirectories are called folders.

Folders:

In graphical user interfaces such as Windows and the Macintosh environment, a folder is an object that can contain multiple documents. Folders are used to organize information.

Lab Exercise 1.1 – Creating Text Files
1. Open the My Computer icon from the Start menu.

2. Select My Documents from the Address drop down list box on the Address bar.
3. Right-click the white space in the window and choose New/Text Document from the popup menu.

An icon appears on the screen and the place holder “New Text Document.txt” is shown highlighted and ready for entering a new file name.

4. Type Brown Fox.txt and then press the Enter key on your keyboard.

Your screen should show an icon with text below it as follows:
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Good!  You have just created a text file.  Files have extensions, which we’ll talk about later, to help show what type of file it is.  There is nothing in the file.  It is just an empty text file with a name, Brown Fox.txt.
Now let’s create a Microsoft Word document file in the same place you created the text file.
1. Right-click the white space in the My Documents window and choose New/Microsoft Word Document.

2. A new icon appears displaying the words “New Microsoft Word Document.doc” below it ready for a new file name to be typed.

3. Type Brown Fox.doc, and then press the Enter key.

You should have an icon that looks like the one circled below:
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Good!  You now have two new files created.  One is a text file, the other a Microsoft Word Document file.
Take a moment to compare these two files.  Make sure the My Computer window shows both files side by side.

How Are They Alike?

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

How Are They Different?

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

Icon different, filename different, size is different.

End of Exercise 1.1
Lab Exercise 1.2 – Creating Folders
Q.  What is a Folder?

Read this definition from Webopedia.com.

Directory files:

An organizational unit, or container, used to organize folders and files into a hierarchical structure. Directories contain bookkeeping information about files that are, figuratively speaking, beneath them in the hierarchy. You can think of a directory as a file cabinet that contains folders that contain files. Many graphical user interfaces use the term folder instead of directory.
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Folder Facts:

1. Folders can contain other folders.

2. Folders can contain files.

3. Folders can be empty.

Follow these instructions to create a folder:

1. Open My Computer from the Start menu.

2. Choose My Documents from the drop down list box on the address bar.

3. Right-click in the white space and choose New… from the short-cut menu.

4. Choose Folder from the submenu.  A new folder will be created and the words New Folder will be highlighted in the file name text box below the folder.


5. Type Folder 1 for the name of this folder and then press the Enter key.

Great!  Now we’ll create another folder.

6. Right-click in the white space and choose New… from the short-cut menu. 
7. Choose Folder from the submenu.  A new folder will be created and the words New Folder will be highlighted in the file name text box below the folder.

8. Type Folder 2 for the name of this folder and then press the Enter key.

Very good!  That’s all there is to creating folders.  Go ahead and start Exercise 1-3.

Lab Exercise 1.3 – Moving and Copying Files and Folders
Q. For what reasons would you ever need to move files and folders stored on your hard drive?  List reasons here : ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
It is likely that you will need to copy or move files while working on a computer.  “Drag and Drop” is the term we use to describe using the mouse to move or copy files and folders. This exercise gives you a little practice with both operations.
Drag and Drop Move File Facts
1. A left-click drag on a file from one folder to another, (on the same drive), will move the file by default.

2. A right-click drag on a file from one folder to another, regardless of the drive it’s on), will present a shortcut menu that lets you choose which action to take.  Copy or Move.

Moving Files
1. Open My Computer from the Start menu.

2. Choose My Documents from the drop down list box on the address bar.

3. Locate the Brown Fox.txt file created earlier.
4. Left-click on the icon for the file and drag it on top of the Folder 1 folder, then release the left mouse button.

5. Is the Brown Fox.txt file still in the My Documents folder? _________  If so, try step 4 again.
6. Double-click the Folder 1 folder to open it.  Is the Brown Fox.txt file in this folder? __________

7. Choose the Up button on the toolbar to go back one folder.

8. This time right-click on the file Brown Fox.doc and drag it to the Folder 2 folder, then release the right mouse button.  You should see a popup menu appear with the options Copy Here, Move Here, Create Shortcuts Here, and Cancel.  


(  Notice the Move Here option is bold.  This means it is the default action.  In other words, if you were to left-click drag the icon to the folder, it would move it instead of copy it.
9. Choose the Move Here option.
The file will be moved from the My Documents folder to the Folder 2 folder.

Great!  You know two ways to move files should you need to do so on your own computer someday.

Extra Credit Question!!!
Describe one other method for moving a file from one folder to another.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Another name commonly used for the word folder is “directory”.  The term Folder is easier to use and more recognizable.  You should be aware that both terms are still used often.
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