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Supporting learners with file management 

Developing a system for managing files is an important step for learners to become 
independent computer users.  As with all tasks grounded in organization, this is not normally 
prescriptive, except in the context of a workplace.  Some learners may want a highly developed 
file system, while others may be content with the default folders for their operating system.  
The style and extent of file management needed will greatly depend on whether the learner is 
primarily using their computer for work, school, or casual use.   

 

Common challenges for learners include: 

 Downloading the same file multiple times 
 Not being able to locate where downloads are saved 
 Not paying attention to the folder a downloaded file is being saved in 
 Cluttering with old files 
 Using clear naming conventions (renaming files and folders) 
 Not using subfolders (to create a file tree) 
 Not having a backup system 

 

Activities to build skills: 

1. Send the learner a few different kinds of files.  For example, you could select different 
kinds of tech tasks from this resource.  Ask the learner to open/download the file and 
identify the topic (Zoom, Computer Basics, Internet, or Email skills).  The learner can 
make a folder for each topic and practice moving the files to the appropriate folders. 
 

2. Ask learners to find various kinds of files (photos, documents, downloads, etc.) in the 
Finder/ File explorer. 
 

3. Encourage the learner to open their downloads and/or documents and identify files 
they think are important and access often and files that can be deleted. 
 

4. Create a demo file tree for learners to practice identifying where a download should be 
saved in.  For example, you could use the scenario below to ask the learner to 
brainstorm what folders and subfolders would be good for this person to have. 
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Scenario: Ricardo is studying English in a LINC 4 class, but he will move up to LINC 5 
soon.  He wants to organize his class materials on his computer before he starts the new 
level. 
 
On Ricardo’s computer, he has: 

 A copy of his LINC 4 portfolio  
 Extra grammar worksheets 
 Worksheets about: looking for a job, going to the doctor, reading a prescription, 

banking, and Canadian citizenship.  Some of the worksheets are vocabulary and 
some are skill-specific (ex. listening, speaking, reading, and writing). 

 Information about the school 
 Handouts from a guest speaker on banking services 

Example file organization: 
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When to meet in person 

Some learners may be able to participate effectively in a remote session, but most computer 
basics sessions should be provided in person. 

It is necessary to provide support in-person in the following situations: 

 The learner is not familiar with accessing the Finder / File Explorer on their computer. 
 The learner has difficulty with using the mouse and/or touchpad. 
 The learner has experience using computers but has switched operating systems (ex. 

from a Windows computer to MacBook). 
 The learner has lower-level English and interpretation is not available. 
 The learner is not comfortable using Zoom on any device. 
 The learner cannot screenshare their screen on Zoom. 

 

Helpful reminders 

File management is meant to be personalized.  It is not necessary to the folder system to be the 
same as what you would do.  The main focus should be on helping the learner to identify what 
folders they need for what they use their device for.  If the learner has a large volume of files, 
encourage them to work on it slowly over time.  You may want to ask the learner to identify 
one primary folder that they want to create and focus on organizing files in that folder only.   

Emphasize the file search functions on the learner’s device.  This will help them locate files if 
they have downloaded or saved them in the wrong locations.  The file must have a name the 
learner either remembers or that includes an easily identifiable keyword related to its content. 

If the learner is coming to you from a LINC program, there may be a specific file organization 
that the instructor could recommend based on the kind of online activities shared.  Follow any 
guidance from the instructor or request areas to focus on from the instructor if you are unsure 
of how to best utilize the session time. 

 

 


