
Using a computer pt. 2
Creating a document
Understanding PDF

File Organization
Email Basics



Creating a Document



FILE ORGANIZATION



File Explorer = Windows 10 & Windows 11

Files App = iPhone & iPad

My Files App = Samsung Phone

My Files App = Samsung Phone

Finder = iMac (apple desktop)

Files App = Android Phones & Chromebooks



Organised by Name:

Computer file names are 
organised by 
number followed by alphabetical.

The number 0 zero comes before 
the number 1 one.

The number 0 zero gets ignored 
when placed in 
front of other number.



1. Start with a simple folder structure
2. Use clear, consistent naming
3. Use subfolders wisely
4. Standardize where things go
5. Use tags or keywords
6. Clean up your downloads folder regularly
7. Create an Archive Folder
8. Keep files Desktop files minimal



File Extensions
File extensions are used to identify what programs are 
associated with file types— in other words, what app opens 
when you double-click the file. 



What makes PDFs popular?

1. Universal Support
2. Reliable for long-term storage
3. Secure

a. Encryption
b. Password Protection
c. User Permissions

4. Great for printing



How to get  
PDFs?1. Online Downloads
2. Email Attachments
3. Scanning Documents
4. Converting Files to a PDF



Downloading a PDF
www.archive.org



Is this file a PDF?





Windows 11

View 
- Show 

 - File Name extensions 

SHOW ME THE FILE 
EXTENSION!

A suffix added to the file name to 
indicate the file’s type.

The icon image isn’t always the truth.





Hyperlink: When you click on a link,
the link will take you to the target of the 
link, which may be a webpage, 
document or other online content. 

Email Attachment:  A computer file 
sent along with an email message. 

One or more files can be attached to 
any email message, and be sent 
along with it to the recipient.



DownloadPrint

More 
Options

This is a preview of the file. 

Not the actual file downloaded to the computer.



https://edu.gcfglobal.org/en/email101




















