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Learning Objective

Creating and Saving files and folders

Folder views

Moving files and folders




Saving to Removable Storage devices

Searching for a file or folder




Files and Folders

Computers store files you create in folders
Folders can hold files and other folders

s .

v |i,7| | Search Documents

‘3] » Libraries » Documents »

Organize ¥ Bumn New folder

0 @

3¢ Favorites — Documents libra
A{- Desktop Includes: 2 locations o Armngety; - Fokder:
l' Downloads Name : Date modified Type Size
= Recent Places
1/ Buzzsigns 09/10/2012 2:21 PM  File folder
= Libraries 1. Computer classes 14/01/20139:31 AM  File folder
3 e .. Comupter evaluations 13/11/201211:34 ... File folder
E| My Documents = Ji CRC 20/12/2012 4:04 PM  File folder
). Public Docume . End Cap signs 31/05/2012 4:44 PM  File folder
J’ Music 1. Handout for Anne 17/12/201212:57 ...  File folder
=] Pictures I My Books 31/05/2012 4:44 PM  File folder
Videos |, My Digital Editions 17/01/2013 4:03 PM  File folder
. My Media 31/05/2012 4:44 PM  File folder
% Computer W My Music 26/09/20129:08 AM  File folder
£ Local Disk (C:) = =] My Pictures 26/09/2012 9:08 AM  File folder
&3 sharedir (5) # My Videos 26/09/2012 9:08 AM  File folder
- . SubVERSEive File folder
= 19 items Offline status: Online
<> Offline availability: Not available




Files and Folders

What'’s the difference?

Title

Section 1

Lotem sum dolor sit amet, consectetser adipiscing elt. raesent posuere ulices telhis
Suspendisse non quam. Phasellus vulputste Nam vel arcu Denee exos s, sulputate
aiquam eget, consequat sed nulfa. Sed varks leo nec purus. Phasellus libero mully.
fcilisis at, intercum i, Giucibus eget, odio. Vivamus omare Nam est metus, digissimn
sed, blanditvel, semper vel, ante Nulla 2 fprum quis lorem eleifend ullameorper

Section 2

Pelicntesque sustor tonor vel quam Saspendisse mi erat. viverra ut bibendum eget,
fcilsis et acus. Nam nec felis. Nun loborts. Sed ncmummmy eros vel ibeso. Phasellus
hendrert pede ut i Vestbulum imperdiet posuere tortor Saspendisse torir ante,
aliquam quis, tcidunt sed, cuismod quis, suge. Mauis utleo at et sodales curnss. Ut
fementum bctus arcu. Suspendisse congue, lects id ingls fascibis, leo mauris
dicrumn il sed solictudin iprum ante ac magna

Sub-Section 2A
Acnean cursss, sisl 3t gravida semper, felis metss fermentam bero, non tempor sicl mi

ecemas vitse Bbero sed ums nomummy gavids. b
spat. Ieger volutpat lgula 3 orc. Curabitur
rutrum vitae,baciia at egestas 2, nibh. Aliquam shoncus lectus  tellus. Nullam
accumsan urma sed puras. Osrabitu pretium enim 3t sem.1n 3¢ urea i 703 Donsmay
mistique. Aenem ca est puras venesatis cusas Nolla aiquam, odio eu tncidiat
faclisi, pede lovem sccumsan Jeo, @ elementam menss pures quis nisl

ante loborts interdum, Nunc placerat Danec et turps, fringla venenadis, molls vitae
posiere u, dui. Quisque non dolor

Sub-Section 28

Duis massa dolor, tempor id. dapibaus sod, preium at. dolor. Nulla massa fels, cursis ut
mperdiet st smet, loborts vel sl Null facilisi. Aliquam tempor mi vitae trt
Versbubim it amet feir. Aeneas velit acus, placenat n, Fascipit st smet, commodo
fucnus, lectss. Aliqasm erat voluspat Iiteger 3t erat eget velit imperdiet facilsis Danes

mase poreitor telus. Cras vitae ortor Praesent vestibulim sem ncn ipsum Phasellus
mollis Surpis sed accumsan euimod. justo maurts faciliss psum. a censectetuer nish
nibh 3 diam. In  Ieo id dian fermentam vulputate. Cumbitur vaius, quam d vehicula
cursus, sem enim aiquam mass, ut tempor augae odio quis i Nunc fels, Etam wt
tisus in nunc digaissim placerat. Nuoc consequat orem vitae metus

A File: is any individual item on your computer, be it a
photo, a Word document, etc.. Files contain data of
some sort.




Files and Folders

A Folder: is a container for these files. It holds all of
your files within it to keep things organized.




