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Files and Folders 

All the documents and software saved on the computer are stored as individual files. Files 

are the basic unit of storage.  

Each computer will hold thousands of files - therefore, to make it easier to find and keep track 

of your files, you can group them together in folders.  

 

Definitions  

File – the computer’s basic unit of information storage. Everything on a computer is 

stored as a file of one type or another. You can usually think of a file as a single document 

which can be several pages long, or as an individual item. Most files are represented by a sheet 

of paper with the corner folded over.  

Here are some examples of files and the icons that represent them:  
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Note: With files and folders you have to double click to open them up, clicking once will 

only highlight them, unlike when you are on the internet you only need to click once.  

There are several ways to access Windows 7 Libraries folders on a computer and you are best to 

learn all methods, as computers can be setup differently especially public computers. 
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Following are the important difference between File and Folder. 

 
 


