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Infroduction 1o File and Folder
Management

File and Folder Management refers to the process of organizing, storing, retrieving, and
managing data efficiently on a computer system. It helps users maintain structured data
and improves productivity.

Every computer system stores data in the form of files. Files are grouped inside folders
(directories) to keep them organized. Without proper file management, data can
become difficult to find, leading to confusion and loss of productivity.
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What is a File¢

A file is a collection of related data stored on a storage device such as a hard disk, SSD, or USB
drive. Each file has:

File Name

(0]

(0]

File Extension
Size

(0]

Location
Date Created/Modified
Example:

o}

o}

o Document file: report.docx
o Image file: photo.jpg
o Audio file: song.mp3
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o SlFFHAC BIgel: report.docx

o Al WISdl: photo.jpg
o 3T ISl song.Mp3



What is a Folder? wiestFarg?

A folder (also called a directory) is a container used to store files and other folders. It
helps in organizing data hierarchically.

For example:
Documents

— Projects

— Projectl.docx
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Documents

— Projects

— Projectl.docx



Types of Files w=ai & gaR

(0]

Text Files (.txt)

o Document Files (.docx, .pdf)
o Image Files (.jpg, .pnQ)

o Audio Files (.mp3, .wav)

o Video Files (.mp4, .avi)

o Executable Files (.exe)

o CFEC BISel (.Ixt)

o ZlFgHT B (.docx, .pdf)
o BHS WIS (.jog, .png)

o HIfSAT BB (.Mp3, .wav)
o AIfSAT WIS (.mp4, .avi)

o TIallgcdd BISd (.exe)
o




File Naming Rules

o Avoid special characters: / \ : * 2" <>

o Use meaningful names

o Keep names short but descriptive

o Avoid spaces (use underscore if needed)

Example:
Project_Report_2026.docx
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Creating Files and Folders WIgel 3R Blest §d1e

Steps in Windows:

o Right-click on desktop

o Select New

o Choose Folder or File type
o Enter name
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Renaming Files and Folders ®se 3R hlest &7 oI
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o Right-click - Rename
o Press F2 key
o Type new name
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Copying and Moving Files ®Sel &IdT 3T -
CRE)

Copy:

o Cirl+ C - Cirl + V
Move:

o Ctrl+ X —» Ctrl + V
IYT:

o Ctrl+ C - Cirl + V
Hd:

N

o Ctrl + X - Cirl + V



Deleting Files and Folders wsar 31k
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o Select file
o Press Delete key
o Goes to Recycle Bin

o Permanent Delete:
Shift + Delete
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Recycle Bin Jaraesd foet

Recycle Bin stores deleted files temporarily. Files can be restored if needed.
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File Extensions wisa taaces

File extension indicates file type.
Examples:

o .docx — Word Document

o jpg — Image

o .mp4 — Video
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File Path w=a oy

File path shows location of file.

Example:
C:\Users\Student\Documents\Report.docx
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C:\Users\Student\Documents\Report.docx



%}grch Files and Folders ®rsa 3iR ®lesy

Use search bar in File Explorer.
You can search by:

o Name
o Date
o Type
o Size
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File Properties wea wadls

Right-click — Properties shows:

o Size

o Type

o Location

o Security details
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Folder Hierarchy wiest 3@l

Folders can contain subfolders. This creates a free-like structure.
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Importance of File Organization ®I5d 6
T Hgca

o Saves time

o EQsy access

o Prevents data loss

o Improves productivity
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Backup of Files wsadsam

Backup means creating duplicate copies of important files.
Methodes:

o External Hard Drive

o Cloud Storage

o USB Drive
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File Security wrger gam

o Use passwords

o Encrypt sensitive files

o |nstall antivirus

o Avoid unknown downloads
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Conclusion sy

Basic File and Folder Management is essential for every computer user. Proper
organization improves efficiency, security, and productivity. Understanding file
operations such as creating, renaming, deleting, copying, and backing up s
fundamental in digital literacy.
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