Evidence of ability to working a systematic and standard way, using effective file management.

You must provide evidence that you have saved your work using a good file management system. 

Firstly you must show how you load and save your work. You should show screen shots of your actions

e.g.

To load my work, I click on the Open icon, then locate the required folder,
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I then click on the name of the file that I need and then click Open.
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To save my work I click on the Save icon, which updates the previously saved version of the file in my folder. 

To save my work for the first time, I click on the Save icon, and then locate the folder that the file is to be saved to,
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I then type in the file name, into the File name: box. The file name is always relevant to the work that I have been doing, so that I can easily find it at a later date. I then click on the Save button to save the file.
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This shows the saved file, in the correct folder:
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Directory and File Structure

You must describe how you have created a directory structure for your files. You should show a screen print of the directory structure. This shows all of the folders within your directory. You should explain why you have created folders and why they have the given name. 
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You should also show how you have saved files to the necessary folder. This includes any pictures, text and sound files that you have downloaded.

e.g. I have created a folder for the Applied ICT course within my personal folder on the network. This allows me to keep the files for ICT separate from file that I use in other subjects. Within the Applied ICT  folder I have created a folder for each unit that I am studying. This allows me to keep files that are relevant to Unit 1 in the Unit 1 folder. This will allow me to easily locate the files that are relevant to the unit that I am working on. The pictures that I download from the internet can be saved in the relevant folder, so that I can find them quickly when I need to use them.

Collecting Files

You need to describe how you have collected pictures, text and sound files and saved them to a relevant folder. You should show screenshots of the steps that you took. You could show a screenshot of how your copied an image from a website.

When downloading files from the internet you need to be aware of copyright laws. The laws protect the owner from people using their property without permission. Your write up will already have covered this. 

When you use a picture in your portfolio, you should say if it has copyright protection on it, and who owns it.

e.g

©Microsoft 2000

You should go through your portfolio to see if any of the pictures need the copyright statement adding. To get the © press Ctrl, Alt and C together.
