
P R O C E D U R E S

File Explorer lets you inspect your files (Check ‘File Name         
Extensions’ is ticked) 



NB: Files also carry 
‘EXTRA’ data to 
help programs 
understand them

Like details
about Music
Or the Camera 
settings on photos

Files are stored in ‘Folders’ which have a 
tree-like structure only upside down

Look at the options on each of the
File Explorer tabs. Especially ‘VIEW’ 

Some common folders

You can create your own folders, (Right Click in File Explorer, and select NEW)
• Think about their names …                                    Some ‘Special’ characters

also help by putting the file
at the TOP or BOTTOM of
a list:

• DAY-MONTH-YEAR
• MONTH-DAY-YEAR
• YEAR-DAY-MONTH
• YEAR-MONTH-DAY

This is the best one     
as the ‘sort’ order works

A  to  Z
Like:   _ - . ~ ! # 

Files



K N O W L E D G E
Files

What is a File?
A file is the basic storage mechanism used by any computer to 
keep data. AND
*  They are all the SAME, just a series of “0” and “1” s (Binary) 

It’s the 
programs that 
make the 
difference by 
recognising: 
Documents, 
Pictures, Music 
and Programs 
etc …

It’s the NAME
(actually the 
TYPE) of file 
that is used to 
tell the 
difference

And if the computer 
does not know
how to open a file it 
asks you …

This is known as the FILE Association 
Control Panel\Programs\Default Programs


