Understanding files and folders
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In My Documents you can distinguish between files and folders by looking at the icons:

A folder is designated an icon similar to:

]

A file is designated by an icon that represents the program that made it, for example

Microsoft Word

or the type of file it is, for example picture file icons: H_'-ﬂ

Or plain text documents

The file structure of a
computer displays
folders first, listed in
alphabetical order.

After the folders, all
other files will be listed
in alphabetical order,
regardless of the type
of file.
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E3-L1 Functional ICT (Finding and selecting information). For two related worksheets visit the download page for this resource.
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