Making Folders with Windows Explorer

Homework

I. Use a floppy diskette to make the following folders (it is OK if there are other files and folders on the diskette besides these)

A. Main folder – name is your last name (that is, for me, Bowen)

B. Sub-folder – name is your first name (that is, for me, David)

C. Second sub-folder (another sub-folder, not a sub-sub-folder) – name is any other first name

II. Make a Microsoft Word file in the main folder. The contents of the file do not matter, and there does not even have to be any content at all. But name the file IST2710, with the normal Word extension, doc.

III. Use the directions below to make a printout to turn in with the rest of your homework:

A. Open Windows Explorer

B. Display the a: drive and all of the folders listed above in the left-hand pane

C. Set up Explorer to show file extensions using these steps:

1. Go to the menu item Tools > Folder Options > View (this is a tab)

2. If you are outside of the classroom (214), make sure that “Hide file extensions for known file types” is UNCHECKED. This is standard and cannot be viewed or changed on the computers in Room 214.

3. Click OK

D. Highlight the main folder so that its contents are displayed in the right pane; specifically, the file IST2710.doc

E. Make sure that everything is displayed on the screen: the three folders on the left, and the file on the right (the two sub-folders will also display on the right)

F. Tap the <Print Screen> key (top-most row, towards the right). This places a copy of the screen on the clipboard.

G. Open Microsoft Word and use File > Page Setup > Paper Size to:

1. Change Orientation from Portrait to Landscape
AND

2. Decrease the top and bottom margins to one inch

H. Paste the clipboard into your document (Edit > Paste).

I. Use the arrow keys to go to the bottom left of the graphic, tap the <Enter> key to create a new line at the top of the graphic, and type your name on that line.

J. Print this page out and turn it in as part of the homework assignment.

(You can save the file or not – your choice.)

