File Management
Introduction:

The correct management of files and documents is probably the most important thing that you will need to learn. This is because every member of the team should manage their documents in the same manner, so that others can effectively locate documents and use them as and when they need to do so. 
We will cover the following items in this session:

· Data storage RULES

· Shared network drives

· Folder naming and grouping

· Creating folders

· File names and versions

· Deleting, Moving or Copying Files

· Locating and accessing files

Data Storage RULES:
When you create a document and save it, if you had a computer previously, it would have been saved in the My Documents Folder. You should no longer do this however as we are now using a network and server to store our data. This allows other people to access the information, who are authorised to view it and provides a centralised storage area, which allows us to backup any information that we are using. If you wish to store private files, then you have also been provided with your own network drive which allows only you to access these files.
If a user is found to be storing files locally, these will be removed and placed in their correct location. A monthly audit of each computer will take place to check that everything is in order and this will be part of the checks carried out.
Shared Network Drives:
You will be provided with access to one or many Network drives from your computer, depending on your position within TED and the department that you represent. Due to security and audit polices, some documents will be made available to you on a read only basis and others you will have no access to at all. 
What is a Shared Network Drive? – A shared network drive is like any folder that you have on your own computer, but which can be accessed by one or many people at any one time from other computers. We use these to allow departments and colleagues to share information over a large area, thus helping each of them to manage their working day and communicate information in an orderly manner.
For example: A member of the Administration team may be asked to create a document which both the Director and Deputy Director must approve. Once they have completed the document, the Director and Deputy Director would previously have been given hard copies to make comments on and then the administrator would have made the changes according to these suggestions. With a document that has been created and saved to the network, both the Director and Deputy Director can make changes to the document and these can be “tracked” so that all parties know who and what has changed individual items. Such changes can be accepted or revoked by any of the parties and a final document agreed. (Please note the methods that we use to do this will be shown to you in our Word Training Sessions).
Folder naming and grouping:

It is mandatory that all members of staff use a uniform method to name folders and store them. This therefore allows others to easily locate information that they wish to access. The communication of data between all parties is more important in the everyday running of businesses than most may think.
Folder Management Policy: Each department has been provided with its own network drive, but every team within these departments carries out different roles and tasks. Many projects may be running at any one time or there may be a need for a central area for resources that all can use. To help people access documents effectively, each project, or job role should be allocated its own folder and any additional branches to these projects should be made inside of these folders. Every folder should be named clearly and acronyms and shortened words should not be used. It must also be noted that only characters and numbers should be used when naming items as well. 
For example below is a Drive Called TED Administration:
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Figure 1 - A Network drive
Inside the drive are folders that essentially name the tasks that the administrator carries out, this is represented in Figure 2:
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Figure 2 -Internal Folders

The ideology of folder use is much like the idea behind filing cabinets. We assign a filing cabinet or many filing cabinets to a division or department. Each drawer of the cabinet may be a specific project or task that is carried out by the team and the folders within the drawer may be related to a specific job. The contents of the folder will then contain individual documents that relate to that job.
If we use one of the folders shown in Figure two and enter it, we will see that this contains further folders and/or documents, dependant on the level of the folder.
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Figure 3 - Contents of the DFID folder

Figure 3 shows the contents of the DFID folder, which contains further Folders that are relevant to the project and documents which for example are an overview of the project and therefore belong to no particular category but the subject as a whole.

Folder creation:

There is little point in knowing how to access folders and how they should be named, unless you actually know how to create a folder, this is described below.

To create a folder, navigate to the location that you wish to create the folder in by using My Computer. Once are within the chosen area that you wish to create a new folder, right click on any area of white space in the active My Computer window, a menu will now appear (Figure 4).
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Figure 4 – Creating a Folder Step One

From the Menu, choose the menu item titled New and a secondary menu will then appear, on this we can select Folder and then press the left mouse button once.
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Figure 4.1 – Choosing Folder from the new menu item

A folder named New folder will now appear in your active window (Figure 4.2).
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Figure 4.2 – A New Folder

Once the folder has been created its original name will be highlighted in blue, thus you can type over it with the name that you desire (Figure 4.3).
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Figure 4.3 – A Renamed Folder

Sometimes we may wish to rename the folder manually, to do this we can use one of two procedures;

i) A single click on the name: If we place the mouse pointer over the name of the folder, rather than the picture of the folder itself, the name will be highlighted in blue as shown in Figure 4.2. We can then type the new name of the folder, as we do when creating a new folder.

ii) By using the Right Mouse button Menu: We can also rename a folder or for that matter a file, by pointing to the item we wish to change the name of with the mouse and then by single right clicking the mouse button. A menu will now appear and we can now choose the Rename item from the menu (Figure 4.4).
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Figure 4.4 – Re-name using the right mouse button

As with previous methods of renaming the old name will be highlighted in blue and thus a user can type their new name over the top.
Selecting, Deleting, Moving or Copying Files:

a) Selecting Files: To select a file or number of files we use a the mouse and the keyboard in combination. 

To Select a single file, we must locate the file that we wish to select and then by use of a Single left click we can make this file active. We can now select one or more files that accompany the document in its current folder. To do this we may use a number of methods

i) The Shift and Mouse combination: If the shift button is pressed whilst we try to select another document all of the documents in between the first document that you selected and the second one, will also be chosen, this is shown in Figure 5.
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Figure 5 – Documents Selected using the Shift key and mouse

ii) The CTRL and Mouse combination: The CTRL and mouse combination is used to select specific documents, which may be spread about all over a folder. Unlike when you use the Shift key, documents in between the documents that you have selected do not get selected as well. An example of this is shown in figure 5.1. As when selecting any document, single left click on the item to select it.
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Figure 5.1 – Documents Selected one by one using the CTRL key and mouse

We may also select a group of files by holding down the mouse and dragging the pointer over out chosen group of documents, we can even use the Shift and CTRL key combination to select multiple groups, figure 5.2 shows the selection of multiple documents using the drag method and the  CTRL key. Here the first two documents were selected, then the mouse button released, the CTRL key pressed and held down whilst the mouse button was again pressed.
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Figure 5.2 – Selecting Multiple files with drag and CTRL
b) Deleting Files: We may sometimes wish to delete files, this may be because we have no need for the document anymore we wish to tidy up or a number of other reasons. To delete a file select the file(s) that you wish to delete, by using the methods described above in a). Once you have chosen the files, we can use one of two methods to carry out the delete
i) The Delete Buttton – Press your delete button on your keyboard

ii) Using the Right Mouse button menu – Once you have selected the items that you wish to select, press your right mouse button once and the Menu will be displayed, from this select Delete (figure 5.3)
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Figure 5.3 – Delete using the right mouse button

Once either of these methods to carry out the delete, the alert box shown in Figure 5.4 will now be displayed. If you wish to carry on with the Delete, press Yes and if you wish to Cancel the Delete press No;
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Figure 5.4 – The Delete alert box
c) Moving files / copying files
Once we have created files, it may at some point be advantageous to copy of move these files to another location on your computer, the network or to say a floppy disk, CD-ROM or USB pen.

 i) Moving files – We generally call the method that we use to move files cutting and pasting. This is because we cut a document out
File names and versions:

By creating a good practice agreement in relation to Folder management, it thus makes sense that the files stored in the folders are named in a uniform manner as well.

When saving a document, name it with a simple title, the date and its version / revision number. Once modifications have been made to the documents, ensure that is it saved as an additional version number. The final document that has been agreed or sent to other parties, should then be stored as the file name and the word FINAL at the end of it, thus indicating that this is the final draft.
However if modifications are made to the final draft, we will thus increment the version number. For example if we have versions 1.0, 1.1 and 1.2 then 1 Final. When we make a modification we call the next version 2.0 and so on.
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