Handout 2 Setting up personal folders

Instructions

Tutor explains that files can be organised in many different ways.  For the purposes of the activity, focus on organising files by task, project or person.  

Talk through the examples given.

In pairs or groups, learners use the examples as models for designing their own filing systems, starting with a particular document.

Organising by task

	Document
	Which drive?
	Which folder?
	Sub-folder
	Sub-sub-folder

	Job application to bus company
	C/Desktop
	My Documents
	Job applications, interviews and c.v.
	Job applications

	
	
	
	
	


Organising by project

	Document
	Which drive?
	Which folder?
	Sub-folder
	Sub-sub-folder

	Allotment group meeting record
	E/Memory stick
	Allotment group
	Meetings
	Records

	
	
	
	
	


Organising by person

	Document
	Which drive?
	Which folder?
	Sub-folder
	Sub-sub-folder

	Letter to hospital about daughter's appointment
	C/Desktop
	Family
	Daughter
	Hospital correspondence
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Example in diagrammatic form
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