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Class Files Set Up  Worksheet

	Title or Task: 


	Folder and File Management

	Description:
	A look a file and folder management

	Files Required
	None

	Suitable for Classes:

	 All

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	Information Sheet with a few questions

	Date Due:


	  

	Task Brief:
	

	Outcomes:
	Students understand the basics of design
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Items highlighted in yellow are tasks for you to complete
Items in Blue are help tips
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Worksheet
Folders should reside in your shared students folder (the one with your name on it) and be set out as shown below.

Your ability to manage files is essential because YOU WILL BE MARKED from the files that are expected to reside in the appropriate folder.

I will look for appropriate files inside your home folder the one on the Shared Students with your name on it. This is your HOME FOLDER
Folders Created for you. There will often be folders with graphics, lesson plans and other items, pre-prepared for you these will reside in folders on the shared students folder

Any items in bold indicate files or folders or special information.

1. Turn on the computer and click on the shared students folder from the explorer window on the computer.

2. Look for the folder for your class i.e. Year 9 IT Folder (Information Technology Year 9) double click to open it

3. If there is documentation or files save these to your folder 

4. Click on the shared students folder from the explorer window on the computer and on your Home Folder.

5. Find your folder (your name) and create a folder called 9IT 

6. Create another sub-folder in here called Term 1
7. This is where you will save all new computing folders and your work files.

8. If you are asked to create a folder with a specific name do so. 

If you are in the following classes here is the key to your FIRST FOLDER also contains the year i.e Year 8 Computing = ( 8Comp

	Class or Unit Name
	Year &

Folder Name
	Sub Folder
	Sub Sub Folder

	Computing

Year 8
	8Comp(
	8Comp (
   Term 1(
	8Comp (
   Term 1( 

        01 Task(

	Information Technology

Year 9
	9IT(
	9IT (
   Term 1(
	9IT( 

  Term 1 (
         01 Task (

	Information Technology

Year 10
	10IT(
	10IT (
   Term 1(
	10IT( 

  Term 1 (
         01 Task (

	Information Processing

Year 9
	9IP(
	9IP (
  Term 1(
	9IP (
   Term 1(
          01 Task(

	Information Processing

Year 11
	11IP(
	11IP (
  Term 1(
	11IP (
   Term 1(
          01 Task(

	Information Systems

Year 11
	11IS(
	11IS (
   Term 1(
	11IS ( 

  Term 1 (
         01 Task (

	Digital Media

Year 11
	11DM ( 
	11DM (
  Term 1 ( 
	11DM (
  Term 1 (
      01 Task (


Sample folder structure:

Save this file to your folder here is an example of how Digital Media Year 11 will look…

Your portfolio directory must be divided into sub-directories which clearly indicate what is contained in them.  

· 11DM

· 01 Term  1 

· 01 Task 1 – Digital Presentation

· 02 Task 2 – Journal

· 03 Task 3 – Test

· 04 Task 4 – Group Project 1

· 05 Task 5 – Group Project 2

· 06 Task 6 – Digital Portfolio

(Portfolio Essential 1 – Screen Design

(Portfolio Essential 2 – Text Files

(Portfolio Essential 3 – Graphics

(Portfolio Essential 4 – Sound Files

(Portfolio Essential 5 – Video Files

(Portfolio Essential 6 – Animation

(Portfolio Essential 7 – Media Characteristics

(Portfolio Essential 8 – Cross-curricular

· Miscellaneous
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