
  

Where do files live?

(how do I back up my computer?)

You can download this from 
http://www.totnesit.com/training/
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What are data files

● (Data) Files store our information
– Documents
– Photographs
– Music
– (Email)



  

Files and Folders

● Think of as branches and leaves
● Our data files live on a computer's hard disk

– Visually presented to us in folders (or branches)
– The files are the leaves – which hang off branches



  



  

What's data/files are missing?

●   Specialist data held outside this structure

●   Chrome Browser Bookmarks
●   FireFox Browser Bookmarks

➔ Sage Accounts
➔ HMRC PAYE etc

●   Outlook Express & Contacts & email 
configuration

●   Windows Live Mail & Contacts & email 
configuration



  

Everything – everywhere?
● Windows Explorer is your friend 

– Windows Key (hold) & tap “e” key

● Mac OS X

● One click on the Desktop, followed by Command-N will open 
a new Finder window

● Ubuntu hold Window Key down and press 2

● CrunchBang! - same as Microsoft Windows

– Knowing where everything is – is key

– Save files with a naming structure

– Create folders with a naming structure

+    “E”



  

Naming Folders

Pain can be avoided thus



  

sub-folders



  

Actual file names
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