Lesson C1 - Handout #1

A Computer’s Desktop, Filing Systems and Drives

The electronic filing system of a computer stores information in . . .
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· Drives 

· Folders

· Files

Drives are permanent storage locations in which folders and files are stored.  Most computers have an internal hard drive commonly knows as the (C:) drive and a  3 ½” Floppy (A:) drive.  Other drives such as the Removable Disk (D:) drive may be available as well.

Folders are often created to help organize files much like drawer labels help organize a traditional filing system.  Many files can be stored under or in a folder.

Files are the individual documents created by the computer user using a software program such as MS Word or MS Excel.  Files or documents are assigned a filename by the user and stored under a particular folder and in a particular computer drive.
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