Student Name: Andrew To

      Class: ICT Blk. A

Task 128-04

Directory and File Structures

Organize Files
Follow these instructions carefully and in order.

1. Choose Explore, and go to your G drive.

2. Create a Folder in your T drive (students drive) called <Jumble>
3. Create a second Folder called <Sorted>

4. Go to Resources (Resources128-4) on the T drive (students drive) and copy each of the resource files for this unit into <Jumble>
5. Make a screen dum showing the files now in your Jumble folder.

6. Paste the dump into a new Word document and then save the document as 128-4.doc
7. Close your Word.

8. Open the file called <1lorikeets.jpg>
9. Rename the file to <parrots.jpg>

10. Move <parrots> to the Directory <Sorted>
11. Copy <Lantana Resources.doc>, <spiderweb01_thumb.jpg>, and <globe14.gif> from <Jumble> to <Sorted>
12. Do a new screendump showing the files in the <Jumble> folder.
13. Add this to your word document 128-4.doc, labelling the new dump as Jumble Sort.

14. Next, do a third screendump showing the files in the <Sorted> folder on your G drive.
15. Add this to your word document 128-4.doc and call it Sorted Contents.

16. Cut one of the files and paste into your C drive.
17. Delete it

18. Do a screendump (your fourth one to 128-4.doc) of the Recycle Bin showing the deleted file.

19. Restore the file to <Sorted>

20. Print out the whole document 128-4.doc showing all four screen dumps.

21. Make certain your name (first and last) and is on every sheet.

Save your finished sheet to your T drive (students drive) in your folder.


Your <screendump.doc>

This completed assignment sheet
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