File Management Checklist
	Pass
	Merit
	Distinction

	Set up at least 2 directories
	Set up an appropriate directory structure with at least 2 main directories, each containing at least 2 subdirectories using appropriate names

	Set up an appropriate directory structure with at least 2 main directories, each containing at least 2 subdirectories using appropriate names

	Save some files in appropriate locations using appropriate file names

	Save most files in appropriate locations using appropriate file names
	Save all files in appropriate locations using appropriate file names

	
	Move, Copy, Delete and rename files

	Move, Copy, Delete and rename files

	Locate and open existing files

	Locate and open existing files


	Locate and open existing files

	Password protect Files


	Password protect Files



	Password protect Files

	Save files to a removable medium



	Save files to a removable medium. 
	Save files to a removable medium. 

	
	Restore files from a removable medium


	Restore files from a removable medium

	
	Create shortcuts to 1 Programme, Directory and file
	Create edit and delete shortcuts to 1 Programme, Directory and file




