Practice file management
techniques
(Drive Management)
Demonstrate the file management

fechnigues such as defragmentation,
compression of files efc.

2. Explore ways of partitioning a hard disk




FILE MANAGEMENT
1. The process of naming, storing and
organizing files in a system so that it's easier
to locate the files.

2./ The process of organizing and storing
InNformation in an easily retrievable manner.

3. The process of creating an organized
sfructure in which you store information for
eqasy refrieval.
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File Management Practices

®»The basic practices involved In file
management include; organizing, storing,

nami
Con

ng and deleting of files and folders.

finuous storing and deleting of files

from the computer hard drive can bring
about fragmentation
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Fragmentation
®»Fragmentation can be

defined as the storing of a file

INn several separate areas of

memory scattered throughout
a hard disk.

» This usually hcippens when
InNformation is delefed from o
nard drive and small gaps are

eft behind to be filled by new
data.




Disadvantages of Fragmentation

1. Slows down the general speed of the
computer

2. It extends backup time
. Create long virus scan time
4. Can cause data corruption




Defragmentation
1. The process of reorganizing the dato
stored on the hard drive so that related
pleces of data are put back fogether.
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Importance of Defragmentation
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How to Defragment a Hard Drive
1. Locate and click on the search bar on

the taskbar

2. Type ‘defrag’ and press the enter key
. Select '‘Defragment and Optimize Drive’
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5. Selectt

ne disk dri
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ize button.



Compression of Files
1. File compression is the process of
reducing the size of a file.




Compression of Files

®»There are two types of compression.
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L ossless compression — reduces the size of
ne file without losing any information in the
le.

LOSSy compression —reduces the size of the

f’

le by throwing away the less important

Information in the file.



Techniques in File Compression
®»(Open the file explorer an then select the
file(s) you want fo compress.

»Right-click the file you want to zip and then
select.

® This will compress the files together in a ZIP
folder.




How to Unzip a File .
®»(Open File explorer and find the Zipped
folder/file

®»To unzip the entire folder, right click and
select ‘Extract All *.

»Sclect a desire location to save the file
» Click on exiract.




Advantages of file Compression
®|f reduces large file size to a smaller size
which can be stored on a smaller storage
space.

Compressed data is read/written faster
than original data.

» e fransfer of smaller files are faster than
large files

®/ipped files are best for mails and other
medium of transfer.




Disadvantages of File Compression
®File compression can be fime consuming

®| arge data can corrupt during
compressing when the appropriate
software are not used.




Hard Disk Partitioning

® |} |5 the process of dividing a disk into one
Oor more regions.
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What's the Purpose of Partitioning a Hard
Drive

1. Ease of Windows Reinstallation
2. Befter Organization

3« Easier Backup

4. Simpler Data Recovery




How to Partition a Hard Drive
®| aunch Disk Management by right clicking
the windows start button and selecting “disk
management”

»Sclect 1

ne disk you want
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®Select ‘shrink’ to free up space from the
exifing volume



How to Partition a Hard Drive

®Enfer the size of the new partition you wish
o make

®»You should have an area that now says.
unallocated space”

»Right click this area and select “New simple
volume”

» A Wizard will guide you fo finish the process.




How to Partition a Har
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