Student Name: Andrew To

      Class: ICT Blk. A

Task 128/03

Directory and File Structures

Organise directories and folders.

Follow each step carefully. Skipping steps will cause confusion.
1. Create a new folder in your network drive T drive (students drive) called <InfolitWork>.

2. In the < InfolitWork > folder you have just made, create a sub-folder called <task>.

3. In the sub-folder <task>, create another subfolder called <worksheets>.

4. Make a screen dump of your fully expanded < InfolitWork >folder and paste it into a Word document. (Hint: use the Prt Scr key on your keyboard).
5. Put your name and class at the top of this new document.

6. Save the document as <screendump.doc> and put it into the <task> folder.

7. Close the Word document.

8. Rename the <task> folder to <task_1>.

9. Rename the <worksheets> subfolder to <workfiles>.

10. Go to the T drive (students drive) Resources (Resources128-3) for this unit and save each of the 4 files; <careersrmit>, <careersef>, <careersumat>, <careerstheage>, into the subfolder called <workfiles>.

11. Do a new screen dump showing your expanded <InfolitWork> Folder and paste this new screendump image under the other one in <screendump.doc>.

12. Resave the altered file.

13. Move 2 of the resource files from <workfiles> to the <task_1> folder

14. Move the <workfiles> folder so that it becomes a sub-folder of < InfolitWork >

15. In both the <task_1> and <workfiles> folders, create sub-folders called <units>

16. You have now created a Directory with Folders and Sub-folders

17. Open the < InfolitWork > directory and all the folders in it.

18. Do a screen dump and add the image to the others in <screendump.doc>. Resave the altered file.

19. Print out the file <screendump> It should have 3 dumps in it (items 4, 11 and 18 above).
20. Give Properties details for each of the folders. Write them in the space provided below

InfolitWork

Type: File folder
Location: T:\Mr Antonio Martins\ICT\ICT A\Andrew To (To Hoang Thien An)
Size: 10.3 MB (10,826,984 bytes)
Size on Disk: 10.3 MB (10,838,016 bytes)
Contains: 6 Files, 4 Folders
Created: ‎Today, ‎September ‎8, ‎2014, ‏‎21 minutes ago
task_1
Type: File folder
Location: T:\Mr Antonio Martins\ICT\ICT A\Andrew To (To Hoang Thien An)\InfolitWork
Size: 2.90 MB (3,046,441 bytes)
Size on Disk: 2.91 MB (3,051,520 bytes)
Contains: 4 Files, 1 Folders
Created: ‎Today, ‎September ‎8, ‎2014, ‏‎22 minutes ago
units

Type: File folder
Location: T:\Mr Antonio Martins\ICT\ICT A\Andrew To (To Hoang Thien An)\InfolitWork\task_1
Size: 0 bytes
Size on Disk: 0 bytes
Contains: 0 Files, 0 Folders
Created: Today, ‎September ‎8, ‎2014, ‏‎4 minutes ago
workfiles
Type: File folder
Location: T:\Mr Antonio Martins\ICT\ICT A\Andrew To (To Hoang Thien An)\InfolitWork
Size: 7.41 MB (7,780,543 bytes)
Size on Disk: 7.42 MB (7,786,496 bytes)
Contains: 2 Files, 1 Folders
Created: Today, ‎September ‎8, ‎2014, ‏‎22 minutes ago
units

Type: File folder
Location: T:\Mr Antonio Martins\ICT\ICT A\Andrew To (To Hoang Thien An)\InfolitWork\workfiles
Size: 0 bytes
Size on Disk: 0 bytes
Contains: 0 Files, 0 Folders
Created: ‎Today, ‎September ‎8, ‎2014, ‏‎6 minutes ago
Save your finished sheet to your T drive (students drive) in your folder.


Your <screendump.doc>

This completed assignment sheet
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