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Unit 214: Specialist or bespoke software 2

Handout 1 – Handling files

Techniques to handle files: converting file formats

A file is a collection of data that is stored on the PC on appropriate storage media. It is an entity of data that must be available to other software installed on the system, and the system users. 

Files are capable of being manipulated and are identified by a unique name. Operating systems and applications save files using specific formats and identify them by giving them particular file name extensions eg .mpg, .xls, .text. jpg, etc. File extensions describe the format and association of the file, and how it can be treated to be edited by other applications. 
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“File Format” is the structure that defines how data is organized within the file. A standardized file format makes it possible for different programs to share the information contained within the file. But handling files sometimes presents problems as they need to be edited by different programs. The file might have been created using one program and carries the format extension given to it by that program eg .bmp, .ppt, .mpg, etc. If it is then necessary to edit or open the file using a different program the file format needs to be converted. This can be done by using a file conversion tool.

When looking for a file conversion tool:

· It is important to look at what file formats the tool can convert.

· How the tool actually works 
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What benefits can be gained by using it

Programs use different methods to carryout file conversions eg 

· the Printer Driver interface

· the Command-Line interface

· the Graphical User interface

· the drag-and-drop capability

· the right-click and send-to capability, etc.

Files of different formats handle information in different ways eg sound, text, images, etc. however, a standardized file format makes it possible for different programs to share the same information. 

Basic file formats are text, vector data, image data, audio data, moving image data, and structured data (spreadsheets and databases). When selecting a file format you should consider if the format can be presented to and used by other systems around, and the support by various vendors.

Practical Task

· Find two different file conversion tools from the Internet. List the advantages and disadvantages for using each of these tools. 

· Identify the use of the file extensions listed in the table

	Ext
	Use
	Ext
	Use

	.bat
	
	.exe
	

	.dll
	
	.ppt
	

	.bin
	
	.hlp
	

	.avi
	
	.gif
	















