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What is a file management system? 
 

The method that an operating system or program uses to organize and keep track of files.  

For example, a hierarchical file uses directories to organize files into a tree structure. 

Although the operating system provides its own file management system, you can 

manage your files. 
 

 
 

How to organize files on your computer…i.e. The Cloud, Backup Drive(s), etc.   

Keep your PC organized with folders that can be copied, moved, sorted, grouped, and 

renamed with quick and easy mouse action. Create new files and folders to add to your 

well-organized computer filing system. 
 

After you setup these files and folders in your PC, you then should backup all important 

information on separate media. You can “do it yourself”, use a program to save both 

your Operating System and also your data, and/or use the cloud. There is no #1 “best 

system” so try reading how each one works, what it does and how to use and restore all 

your system and data, BEFORE you lose your data.   
 

 I recommend that having only one backup is never enough! 
 

What is the meaning of organizing data? 
These refactoring techniques help with data handling; replacing primitives with rich 

class functionality...Problem...This is WAY too complex for what we are doing! 
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What is a file management utility? 
A File Management Utility is a computer program (Windows, Mac, Linux) that provides 

a user with a graphical interface in which he/she can organize files and folders on a 

computer's storage device(s). 

 

How do I organize files on my desktop or laptop PC? 
How to clean up your computer:  

  

1. Get rid of duplicate files 

2. Delete outdated stuff  

3. Clean your downloads folder 

4. Create large, main folders 

5. Make sub folders 

6. Delete unused programs 

 

What are the three functions of File Management? 
Planning, organizing, and controlling. You should think about these functions as a 

process, where each step builds on the others. 

 

What is an “app” or a utility on a computer? 
An app or utility is a small program that provides an addition to the capabilities provided 

by the operating system. A utility is a special and nonessential part of the operating 

system. The print "utility" that comes with the operating system is an example.  

Examples of utility programs are antivirus software, backup software and disk tools.  

 

Let’s look at each of these in a bit more detail… 

 

Anti-virus software, as the name suggests, helps to protect a computer system from 

viruses and other harmful programs. 

 

Backup software, are programs used to perform backup; they create supplementary 

exact copies of files, databases or entire computers. These programs may later use the 

supplementary copies to restore the original contents in the event of data loss.  

 

Disk Tools, hard drive management that incorporates disk optimization, a cleanup tool, 

a defrag utility and maybe a partitioning and/or backup tool in one package.  For the 

“casual PC operator,” using the programs packaged with your OS (Operating System) is 

best, as you can do great damage to your system if not used correctly. 
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How do you manage files on a PC? 
These file management tips will help keep your files accessible: 

 

1. Use the default installation folders for program files. 

2. One location for each type of file   

3. Create folders in a logical hierarchy 

4. Nest folders within folders 

5. Be specific 

6. Follow the file naming conventions 

7. File as you go 

 

What is a file explorer window? 
File Explorer, previously known as Windows Explorer, is a file manager application that 

is included with releases of the Microsoft Windows operating system with continuous 

updates. It provides a graphical user interface for accessing the file systems.   

 

What is file management system in database? 
File System versus DBMS. A Database Management System (DMS) is for a Business 

computer.  If you really need to know this, Google it, take 2 aspirins, and do not call me 

in the morning! 

 

What is a file on the computer? 
A file is an object on a computer that stores data, information, settings, or commands 

used with a computer program. In a graphical user interface (GUI) such as Microsoft 

Windows, files display as icons that relate to the program that opens the file. Some types 

are:  (.doc) (.docx) (.xls) (.xlsx) (.txt) (.rtf) (.jpg) (.raw) (.bmp) (.mp3) (.mp4), and many 

more.     

 

What is security management in operating system? 
Operating System Security (OS Security) is the process of ensuring OS integrity, 

confidentiality and availability. OS Security refers to specified steps or measures used to 

protect the OS from threats, viruses, worms, malware or remote hacker intrusions. 

 

How do you organize your files? 
Steps to take: 

 

1. Choose a place and storage solution to store your home's files. 

2. Create your home filing system and organize files. 

3. Purge some of your files annually to keep paper clutter from taking over. 
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Where can I store my Backup Files? 
Best answer, offsite, in a secure location!  Other ways/places to store your backups and 

data:  in the Cloud, removable hard drive, DVD’s, Apple’s iCloud, Amazon Photo, 

Amazon Glacier, Google Drive, M$ One Drive, Carbonite  many more. 
 

Which program do you use to view and manage the files and folders on 

your computer? 
 

Windows / Explorer 

Windows Explorer is the file management application in Windows. Windows Explorer 

can be used to navigate your hard drive and display the contents of the folders and sub-

folders you use to organize your files on your hard drive. Windows 10 includes a File 

Explorer shortcut on the taskbar. Its icon looks like a folder. Click or tap on it to open it. 
  
Mac OS X 

Mac OS X, use the Finder to manage your files. You can search for files, copy files, 

move files, or delete files. You can also see file server connections, inserted DVD s, and 

USB thumb drives.  
 

Linux 
Many people aren't aware of the wide array of choices available in file managers, nor do 

they realize the full capabilities of the ones they do know about.  As with every aspect of 

Linux, there are many options available for file managers.  

The most common ones are: 

   

 •  Midnight Commander  

 •  Konqueror   

•  Dolphin   

•  Krusader  

 •  Nautilus  

•  Thunar  

•  PCmanFM  

•  XFE  
 

NOTES: 

What is the difference between a file and a folder? 

The difference between the two is that files store data, while folders store files and other 

folders.  The folders, often referred to as directories, are used to organize files on your 

computer. The folders themselves take up virtually no space on the hard drive. 
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What is the process of planning? 
Planning is the process of thinking about and organizing the activities required to 

achieve a desired goal. It involves the creation and maintenance of a plan, such as 

psychological aspects that require conceptual skills. 

 

How do you organize electronic files? 
Organizing Your Files 

 

1. Open up the File Manager…on a PC use the Windows Explorer 

2. Create a Folder View  

3. Click on the Folders icon in the toolbar 

4. Creating File Folders 

5. Move files and documents 

6. Backup your system and your data  

 

Want a “clean Desktop” without a lot of Icons? 
In Windows 

 

1. Right click in an empty area of the taskbar (usually on the bottom of the screen)  

2. Then click on “Toolbars”   

3. “Desktop”  

4. The word “Desktop “»” will appear in the lower right taskbar.   

5. Now just click on the “»” symbol and up pops the desktop shortcuts! 
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What does an organized drive look like? 
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How do you setup your documenets? 
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How do you setup your photos – Part 1 
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How do you setup your photos – Part 2 
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How do you setup your photos - Part 3 

 

 

 
In this example I added a local map and a drawing of the rivers course.  Then gave 

them a unique number so I know they came from another source.  (I didn’t take 

the photos, just made copies for this presentation). 

 

Notes: 
 


