
FILE MANAGEMENTiPad

Favourites

Also on the left in the Files app are your favourites. These are shortcuts to folders in other 
locations. Downloads* will be here automatically. You can drag commonly used folders 
from locations (on the right) into your Favourites. 

Locations

The Files app shows locations on the left 
and the contents of the selected location on 
the right. You can move files between 
locations with a long press on the file, and 
then by dragging it to the new location.  
Hold the file over the new location to open 
the location and choose a folder.

Downloads, Downloads, Downloads

There is no single answer for where files download to. It depends on the app, and your settings. You can set the Safari 
download location in the Settings app. Chrome will ask where you want downloads to go each time, but has a separate 
downloads folder to Safari. Some apps will require you to press the Share button to save a downloaded file. The Downloads 
link in the Files app takes you to the Safari downloads folder, so if you’re working in Chrome that’s not going to show your 
downloads. For each app it is important to know where it is sending downloaded documents, and if it’s not somewhere 
you’re likely to look for them later, move them into a logical place on your OneDrive.

Years K-2

Years K-2 all have 200Gb of managed iCloud 
storage. They should always use this to ensure that 
their files are backed up and available on any device. 

The best way to make files available to these year 
levels is to provide them with iWorks files (Keynote, 
Pages, Numbers) via Classwork. This ensures that 
the files are in iCloud. 

We would not expect students in these years to 
do any independent file management. 

The Settings App

The Settings app may not seem important for file 
management, but for some apps you can set default saving or 

download locations in here. If things aren’t working as you’d 
expect it’s worth checking in Settings to see if the problem can be fixed 
here. 

Year 3

Year 3 students have 200Gb of iCloud and 1Tb of 
OneDrive. They can use either, but we recommend 
they use iCloud for iWorks (Keynote, Pages, 
Numbers) via Classwork. At the end of year 3 files 
in iCloud that students want to keep will need to be 
moved into OneDrive. 

Students in year 3 will need support to make 
decisions around file management, especially if 
they are downloading documents. 

The Files App

The Files app is the equivalent of Finder on the Mac. 

It shows files that are:


• On the iPad

• In any cloud storage including

• iCloud

• OneDrive


The Files app is automatically on every iPad, but can be deleted. If a 
student has done this it can be reinstalled from Self-Service. 

The OneDrive App

The OneDrive app is necessary for users to manage files in 

their OneDrives (yr 3 upwards). 

To manage OneDrive files in the Files app a user must have the OneDrive 
app installed and signed in using their Radford credentials. 

Once this is done students can manage files in their OneDrive in the 
OneDrive app, or the Files app. 

Years 4 - 6 (BYOD)

These students all have 1Tb of OneDrive storage managed by the 
college. This is the best place for them to be storing all their files. 
The best way to distribute files to these students is via Teams for 
O365 files or via Classroom for other files. 

Some students will have their own iCloud (probably 5Gb) but this 
will fill quickly and they need to know how to store files in other 
locations. 

Students in years 4-6 should be progressively making 
independent decisions about where to store their files. 


