Date

Session 26
File Management

Essential Question:  How can organizing files and folders increase efficiency?

 Online Module                               Sessions Resources

Opener:  MESSY Desk

Organization and Efficiency
· Microsoft Tips on File Management
· File Management  (you tube)

Process for Organizing Electronic Files
· My Other Drive
· BackFlip
· Steekr
· eSnips
· DivShare
· DropBoks
· PortaPortal

Developing an Organizational Plan

Work Time

Closing:  
Write down one item you would like help with by the end of the year.

Reminder:  Ideas for WebQuests need to be prepared for our next session.



Classroom Visit with Students:  

Classroom Visit without Students:  Check on the implementation of the file management plan.  Check on deleting unused files from the server.


Helpful Sites:
· Folder Marker
· File Management Tips
· Common File Types
· Windows:  Management Info
· Desktop Management

Brain Breaks:
· Are You Smarter than a 5th Grader?
· Kinetic City
· Things You Don’t See Everyday
