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Instructor Notes

Organizing Files and Folders

Use Figure 1 to expand the analogy of paper documents, manila folders and metal filing cabinets. Explain that if you just dump all your papers into the filing cabinet drawer, you will have a hard time finding the one you want. But if you take the time to put your documents into labeled manila folders, you'll be able to locate the one you want much more efficiently. Carefully explain the terms directory and folder and their specific meanings within Windows XP.

Explain that each drive is assigned a letter which is how the computer distinguishes one drive from another.  On each drive there is a hierarchical arrangement of folders and files.  Use Figure 2 to provide a picture of the arrangement of files on a drive.  The root is the top level under which there are branches (folders) which in turn have other branches (subfolders).  

It is essential that student learn to effectively organize their files into directories.  Explain that when files are not organized, the user will waste valuable time trying to find a file.  Figure 3 and its explanatory paragraphs provide very useful tip in how to organize files.  Be sure students spend ample time reading and learning these techniques.

Quick Quiz: 

1. Windows XP’s file system organizes files in a _____ arrangement.  (answer: c)

a. Linear

b. Backwards

c. Hierarchical

d. Straightforward

2. A folder that contained within another folder is known as _____.  (Answer: subfolder)
3. True/False: The root directory can be in a subfolder. (Answer: False)
Exploring Files and Folders
Introduce the analogy of paper documents, manila file folders and filing cabinets. Suggest that a single file is analogous to a single letter or an article. Explain that everything on the computer is stored in a file, including programs. Explain that you store computer files on a disk in the same way you store paper documents in a filing cabinet. Compare a floppy disk to a hard disk, and explain that a hard disk is really just a giant floppy disk that is permanently installed in the computer.

Explain how the icons that appear in the My Computer window reflect the hardware devices connected to your computer. Explain that the My Computer window in Figure 5 is just an example, and show how it differs from your school's configuration. This may eliminate some confusion among students about why their screens don't match what they see in their textbooks.  Make sure that students understand that My Computer is not just a map, but can also be used to access the items listed. Show how to open a file from My Computer; this reinforces the earlier lesson in opening files.

Use Figure 4 to introduce the Windows Explorer tool.  Explain that this is an additional tool provided by Windows XP, to help you navigate the hierarchical structure of files and folders on storage devices.  Be sure to point out the My Documents folder and explain its usefulness for storing files that are used regularly.

In both My Computer and Windows Explorer, demonstrate the five different views that are available.  Explain that the user should choose the view that most meets their needs.  Explain that there is no right or wrong way to view the files.  Encourage students to use the versatility of the views for various purposes.

Finally, explain the file path notation that indicates the location of files.  It is essential that students understand the hierarchical arrangement of files in order to understand the file path.  Use the example on page FM 10 to help explain the location of the Holiday.bmp file (in the example).  A thorough discussion of this topic will go a long towards helping students easily and efficiently navigate their file structure.
Quick Quiz: 

1. Which style of view will display a preview image of a graphic? (Answer: c)
a. Tiles

b. Details

c. Thumbnails

d. Icons

2. The _____ is a notation that indicates a file’s location on your computer.  (Answer:  file path)
3. True/False: The first hard drive on a computer is usually designated as drive A.  (Answer:  False)
Working with Folders and Files

Once students understand how to organize their files they can begin creating folders which will be the basis for their hierarchical structure.  Use Figure 8 to build a discussion of which files should be grouped together into folders.  The text on page FM 12 can serve as a guide for this discussion.  The text suggests creating three folders – Graphics, Job Hunt, and Playground.  This will be the basis for the hierarchy of these files.  

Creating Folders

In the text students use the Windows Explorer window to create the folders.  Explain that they can also create folders in the My Computers window.  It is a matter of preference as to which they use.  However, for your instructional purposes you will probably find that Windows Explorer most clearly illustrates the hierarchical structure.

Troubleshooting Tip

A common error made by new users is to press enter immediately after creating a folder.  This causes the folder to be named “New Folder”.  Be prepared to explain to students that if they pressed enter, they will need to rename the folder to the correct name.

Troubleshooting Tip

Another common error that new users make is to create a folder and then while that folder is the active folder, create another folder.  This makes the second folder fall under the first one which may not have been the intent.  Consider demonstrating this possible error so that students will understand what has happened.  
Moving and Copying Files and Folders

Be sure students understand the difference between moving and copying.  Moving removes the file or folder from the original location and places it at the new location.  Whereas, copying leaves a copy of the file or folder in the original location and places a copy at the new location.

Use Figure 10 and, if possible, your own screen to illustrate the expand and collapse button on folders.

Naming and Renaming Files

Go over the parts of a filename that are covered on the bottom of page FM 16.  Be sure students understand that the extension of the file name usually indicates the program that created that file.  Be sure students know how to rename a file and be sure to point out the two Trouble?  Paragraphs that are covered in the steps on page FM 17.  Be sure to stress the importance of using meaningful file names that indicate the contents of the file or folder.
Deleting Files and Folders

Explain how deleted files are actually moved the Recycle Bin.  Explain also how they can retrieve the file if they find that they have mistakenly deleted a file.  However, be sure that the students understand that once the Recycle Bin has been emptied, they can no longer retrieve a deleted file.

An important point is that files deleted from a diskette are NOT saved in the recycle bin and NOT recoverable.

Quick Quiz: 

1. Which copy method involves the use of the Ctrl key?  (Answer: d)
a. Copy to folder

b. Copy and paste using the Edit bar

c. Right-click, drag and drop.

d. Drag and drop

2. The __________ is an area on your hard drive that holds deleted files until you remove them permanently.  (Answer:  Recycle bin)
3. True/False: When you delete a file from a floppy disk, it is permanently deleted and you can’t recover it.  (Answer: True)
Classroom Activity

Your class will likely be storing files on their hard drive or on a diskette.  Have the class create a file structure for the course on their hard drive (or diskette if that is what you prefer they use).  On the top level have students create a folder for the class (CIS 100, for example).  Under that folder have the students create a folder for different parts of the course.  For example, if they are going to covering Word, Excel, and PowerPoint have them create a folder for each application.

Classroom Activity

Have students open Notepad and create a small file with their name in it (and anything else you want them to put in it).  If you had students do the previous Classroom Activity, have them store this file in the folder created for the class (if not, have them store it in the My documents folder).  Have students open Windows Explorer and find the file that they created with Notepad.  Have them first move the file to another folder.  Next have them make a copy of the file in another folder.  
Working with Compressed Files
Explain that some files become very large and take up a lot of room on the hard drive.  With the large storage capacities of modern drive, this is rarely a problem.  However,  when you want to transfer a file over the Internet by E-mail or FTP, the size of the file can make the download very cumbersome and, in some case, impossible.  Compressing a file will create a copy of the file in a format that takes much less space.  
Cover the second paragraph in this section which illustrates the original and compressed files sizes of an example file.  Explain that to open the compressed file is will have to be decompressed (or extracted).  Explain that Windows XP provides a built-in tool for compressing files and folders.  

Troubleshooting Tip

If a student has WinZip or some other compression program installed on their computer, the procedure shown on page FM 19 will not work.  Instead they will need to use the compression program installed on their computer.  

Tutorial Discussion Questions

1. What are file types? Why are there different types of files? What is the purpose of the Files of Type list box? Besides the types explained in this tutorial, are students familiar with any other files types (MP3 files, or video files, for example)? As the instructor, you can use this as a jumping off point for a discussion of various file formats and the programs needed to access data stored in these formats.

2. Why is it possible to change the appearance of the My Computer window in so many different ways? For example, it offers three toolbars (and lets you customize individual toolbars), gives five different ways to view the contents of a disk  (tiles, thumbnails, icons, list and details) and offers Classic style and Web style as two different options for working with files and windows. Discuss advantages and disadvantages of these features, and talk about possible reasons that Microsoft might have for offering all these different choices. As the instructor, you can this use this question to review a brief history of Windows.

3. Discuss how the Recycle Bin serves as a “safety net” for recently-deleted files.  Have students discuss the repercussions of inadvertently deleting a file if there was no Recycle Bin from which to recover the file.

Key Terms

	Term
	Definition

	File (or document)
	A collection of data that has a name and is stored in a computer

	Folders
	Containers for files

	Disk
	A storage device

	Drive
	A computer device that can retrieve and sometimes record data on a disk

	File System
	A hierarchy of folders and files

	Root Directory
	The top of the hierarchy of files

	Subfolders
	Folders contained within other folders

	Backup
	A duplicate copy of important files

	Windows Explorer
	A tool that shows the files, folders, and drive on your computer

	My Computer
	A tool that shows the files, folders, and drive on  your computer

	Panes
	The sections of the Windows Explorer window

	Explorer bar (or Folders pane)
	The left pane in the Windows Explorer window that shows the hierarchy of the folders and other location on your computer

	My Documents Folder
	A folder for your documents which is designed to store the files and folder you work with regularly

	File Path
	A notation that indicates a file’s location on your computer

	Moving (a file)
	To remove the file from one location and place it in another location

	Copying (a file)
	To make a copy of a file in a new location

	Filename
	A name assigned to a file that indicates what is stored in the file

	Extension
	Three or more characters, following the dot in a file name, that identifies the file’s type and indicates the program in which the file was created

	Recycle Bin
	A area on your hard disk that holds deleted files until you remove them permanently.

	Compressed (zipped) files
	A file or folder that has been reduced in size
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