Files and Folders

In your computer, the information you create and store, is called a "file". Whether it is a letter or a
picture, it is still stored as a file. Your computer stores these files in "directories" which are called
"folders".. Folders look just like little paper manila folders, and wherever you see one of these, you
will be able to store files in it. .
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to the computer , it
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If you save a letter
or other document,
it is usually stored
in a Folder called
My Documents

Your Computer's
Desktop

If you open the folder called "My Documents”, this is what you will see.....

Folder Name : "My Documents"
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