	NC Computer and Internet Basics for ESL – Lesson 5
	



	Lesson #5: File Organization in File Explorer

	Activity
	Materials/Notes

	  Homework Check
1. Check for any questions about lesson 4 and the File Explorer vocabulary handout.
2. If you didn’t have time for pronunciation in the last class, do it now, or try having the students read the definitions out loud and check for intonation and pronunciation. 
3. Check that they were able to fill in the tooltips on the practice worksheet.

Lesson 5 Main Points: 
· File organization in general > File Explorer and how things are organized on computers
· Working with files in File Explorer

NOTE TO INSTRUCTORS 
This content may be too in-depth for some students. 
Feel free to adjust it to suit your class.


Using the File Explorer
In the last couple of lessons we talked about how the computer is like an office with machines that do different things, and papers and files with all kinds of information. We also talked about how an office needs to be organized so that you can find the tools and information you need. Today we will look at file organization, and working with files, on the computer.
One way to find anything on the computer is to search for it. So far, we have seen two places to search; there is the main Cortana search box on the Taskbar, and there is the file search box near the top right of the File Explorer window. These search boxes can help you find things very quickly IF you type in the right information. But if you know more about how files are organized on the computer, it will be easier to find where things are if you need to get to them.
Thought Exercise
Think about a business, say, a small business called ESS that does fixing and upkeep for homes and yards. What kinds of files would they have? What would be a good way to organize those files? (Multiple answers. Try drawing groupings of files - what would go in a folder, and what would you label it. What folders would you put inside of other folders?) 
On the computer, files are usually kept in the Documents folder. Where could we find that? (File Explorer) 

So let’s look again at File Explorer.


Demo/Practice
Walk the students through:  File Organization in File Explorer 
1. Open File Explorer.
2. Remind them that the computer wants to make things easy so it put shortcuts to things that are commonly needed in many places.
How many places do they see Documents?
3. Locate OS (C:) in the Navigation Pane. Remind them that the C drive is the computer’s hard drive where the computer actually puts the files and programs. 
4. Selecting it - single left-click on OS (C:) – shows all the files and folders that are inside the C drive in the main area of the window.
5. Remind them of the files and folders demo where we talked about putting files inside folders, and then those folder into other folders. This is how the computer keeps things organized. When we see the toggle arrow next to a folder in the Navigation Pane, we know there is another folder inside (There may or may not be files. We won’t know that until we open the folder.)  
6. Click the OS (C:) arrow toggle (in the Navigation Pane) so that it opens down. Note that the folders under the OS (C:) folder are the same ones we see in the main window, but we don’t see the files in the Navigation Pane, just the folders.
7. Point out the Program Files and Program Files (x86) folders and tell them, when we put an application on their computer, the files go into these folders, but when we work with files and information, we decide where we want to keep the folders, and how we want them organized. 
(Optional: Take a look at what is installed on the computer in the Program Files folders.) 
8. Remind them that we are looking for the business documents for ESS. ESS put their folders in the Documents folder since that is the usual place to keep files. Do they see the Documents folder here? No - we have to look in Users. 
9. There are two ways to get to the folder we want (1-ESS). 
Demo both:
· By opening (Double-clicking) the folders in the main area of the window to open them, and keep opening them till you get to the one you want.
· By activating (clicking) the arrow toggles in the Navigation Pane and keep twisting the arrows down till you get to the folder you want.

. . . OS (C:)  >  Users  >  user name  >  Documents  >  1-ESS

10.  Point out how folder icons are jogged in in the Navigation Pane to show the organization. Point out the three folders inside the 1-ESS folder that are all at the same level. Do any of them have folders inside? Yes, there is a toggle arrow in front of ESS_Repair, so we know there is another folder inside it. 
· Open folders to get to CustomerAB: 
… 1-ESS  >  ESS_Repair  >  ESS_HomeRepair  > CustomerAB

11. Note that there are no further folders, just the files that are in the folder. So the handymanReceipt for customer AB is in the CustomerAB folder. And that folder is with the other customer folders that had home repair work done, so they are in the ESS_HomeRepair folder, etc. Do you understand the organization that the ESS business chose for its folders?
12. Draw attention to the Address Bar. It shows the path. It shows each folder that we opened to get to where we are. Remember, we can click on any folder in the address to jump directly to that folder. 
Question/demo as needed till students understand the folder hierarchy – how folders are organized on the computer, how the Navigation Pane works, folder nesting, and the Address Bar.
13. Note how long the path is in the Address Bar, how many folders we had to open to get to the customer’s folder. This is why the computer gives us shortcuts and lets us pin folders so we can get to items easily.

As time allows, demo/review:
· Copying and pasting, (& renaming) a file in the same folder within File Explorer, and copying or moving it from one folder to another.
· Copying, pasting, renaming a folder – note how files in the original folder are copied into the new folder, but not given the -copy addition.
· Demo what happens if you try to put a file with the same name in the same folder. While you can have files with the same name in different folders, best practice is to give all files unique names.
· Using the Up and Back arrows to navigate a set of folders.
· Using the search box in File Explorer vs. Corona on the Taskbar. For example, search “ESS” in both.

Practice/Review
· Hand out and introduce the Lesson #5: File Explorer Practice handout.

· Note: if students are required to provide their own Flash drives for this course, tell them to be sure to bring them for the next class.

Practice Assignments
1. Assignment 1 – Keep reviewing the vocabulary from lessons 1 – 4, and practicing the things you learned in class.

2. Assignment 2 – Do the Lesson 5 File Explorer Practice handout.

If doing in-class, have students check their Lesson #5: File Explorer Practice handout with a partner. Address any questions after they have tried to work out any issues themselves.
	12 min.
File Explorer vocabulary handout C-I_L04-vFileExplorer


File Explorer practice handout 
C-I_L04-xAssignment answer key
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Put the 1-ESS folder into your computer’s Documents folder. 
If not possible, use the 
C-I_L05-xFileOrg-screenshot  
20 min.






























user name will vary according to computer owner’s setup
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5  min.
Lesson #5: File Explorer Practice handout 
C-I_L05-xAssignment
(No new vocabulary handout)
Notice: Flash drives to be used in the next lesson.





Answer Key:
[bookmark: _GoBack]C-I_L05-xAssignment-AK
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