
File Managment 



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 



Files and Folders 
 

What’s the difference? 

 

 

 

 

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. 


