NAMING FILES

When you save your document, spreadsheet, presentation, or anything you have worked on using your computer, you would be asked to provide a filename. For example, you might name a letter you have written to your grandmother using the program Microsoft Word as “lola.doc.”  

A filename has two parts, separated by a dot (.): the filename proper (lola) and the extension (doc). The extension tells you the format or the kind of file you have just saved.  

In the given example, the extension “doc” tells you that the file is a document that was written using Microsoft Word. On the other hand, the filename “friends.xls” will tell you that the file is a spreadsheet that was created using Microsoft Excel.  

The filename proper could be any name you wish to use as label for your file. It is good practice to create a name that is associated with the contents of the file.  The file extension is usually added automatically by the software you are using.  

