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C1. Demonstrate an Understanding of a Computer’s Desktop, Filing Systems, and Drives

To  understand a computer’s desktop, filing system, and drives.

Lesson Duration:  30 minutes

Pre-Instruction:

Instructor must have an understanding of the save procedure.

Prepare diskette/s with preloaded folders and files (see Handout #2) or develop your own files and folders on diskette/s.

Insert floppy disks into computers prior to learners entering the classroom.

Make overhead transparency of Handout #1 – “A Computer’s Desktop, Filing Systems and Drives” (optional).

Make copies of Handout #2 – “Demonstrate an Understanding of a Computer’s Desktop, Filing Systems and Drives” (optional).

Materials Needed:

Computer 

3 ½” diskette with preloaded folders and files that corresponds to Handout #2

Handout #1 – “A Computer’s Desktop, Filing Systems and Drives” (transparency – optional).

Handout #2 – “Demonstrate an Understanding of a Computer’s Desktop, Filing Systems and Drives” (optional). 

Overhead or LCD projector (optional).

Learning Objective:

From My Computer on the desktop, the learner will be able to select the appropriate drive, folder, and file in order to open a previously created file.

Presentation/Procedure:

· Welcome learners to Technology Level C instruction.  Review competencies mastered in Technology Levels A and B.

· Give an overview of the Technology Level C competencies and the knowledge and skill the learners will have as a result of the class.

· Ask the learners for some ways traditional paper files are organized.  (In filing cabinets, index card boxes, notebooks, etc., arranged in alphabetical, chronological, by subject, or numerical order).
· Ask the learners why organizing files might be important. (For ease in locating previously saved files)
· Explain that the computer organizes its files in a similar fashion using an electronic filing system.  To explain the concept of drive, folder and file, refer to a filing cabinet in the classroom.  Explain that the drive on a computer is like a filing cabinet.  Folders within a filing cabinet help to categorize files and documents.  (If the classroom/lab doesn’t have a filing cabinet refer to the transparency – Handout #1 to explain the concept.  Handout #1 visually demonstrates drives, folders, sub-folders and files may be given out if an overhead is not available). 

· Using a demonstration computer explain the procedure to open a file in the A: drive.
· Draw the learners’ attention to the icon My Computer.
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· Demonstrate that by double clicking on My Computer that the learner has access to the computer’s drives and folders. 
· Point out My Computer appears in the Address and Title Bar.
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· Double-click on the 3 ½” Floppy (A:) drive.  Point out that the A:/drive is now listed in the Address and Title Bar.




· Explain that to open a folder in the chosen drive, you use the same double-clicking action on that folder.

· At the 3 ½” Floppy (A:) window, double click on the folder College Search.  Point out that College Search is now listed in the Address and Title Bar.




· Explain that when the contents of the folder (College Search) are displayed, the desired file can then be selected by double-clicking on its icon.  

· Double-click on Emporia State Request for Application.

· Explain to the learners that when an icon is double-clicked, the software program used to create the file will automatically open and present the selected file on the screen.

· Point out that Emporia State Request for Application, is in the title bar.


Practice:

Using Handout #2, allow the learners time to perform the exercise, following the procedures given.

Evaluation:

Have each learner open a file in the A: drive from the My Computer icon on the desktop without the aid of a handout.  

Closure: 

 Review the procedure to open a file from My Computer on the desktop and discuss observations made during the individual learner evaluations.

Vocabulary:

(See Glossary for definitions)

drives, folders, files

Resources:  
Teknimedia Corporation.  PC 110-Files and Folders.  Bethesda:  Teknimedia Computer Literacy Series, 2000-2001. www.teknimedia.com
Smith, Jan. "Jan's Illustrated Computer Literacy 101." Files & Folders: Views. 15 Oct. 2002.  http://www.jegsworks.com/Lessons/win/filesandfolders/views.htm. (15 Nov. 2002).
Instructor Comments:

· This lesson focuses on the selection of the 3 ½" floppy drive.  Beginning computer users may be apprehensive about this lesson.  Visual aides and a thorough understanding of the computer's permanent storage locations, i.e. the hard drive (C:) and 3 ½" floppy drive is critical.

· The use of Handout #2 is not a substitute for instructor-led delivery and monitoring of learner skill attainment.  It should be only be used during the practice session or for individual additional assistance.

Instructor Reflections:

For learners who do not grasp the electronic filing concept, I often ask them to go to a traditional filing cabinet and get me a document.  Inevitably, they ask, "Which one?"  At this point, I exclaim, "Exactly!  The computer needs to know what file and where it is located just like you do!"  This seems to help their understanding.
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