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FILE MANAGEMENT
I YQUmust be able to manage your files, create directories, and ,moveddcuments of si~ai-

content into your directories.

1. Locate the My Computer icon on your desktop.
2. Double click on My Computer.
3. Position your mouse on the 31/2 Floppy A and open Y°J.lrdisk by clicking twi~e."- ,"- , '
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Flop.:. '
4. When your disk opens, position your mouse anywhere by the files you have'

c~eated,and write click your mouse. ' ,

5. Move the mouse down to New, .
6. Move over to the word Folder.

I

7. When the new folder is created, name your folder Job File.

<:"

, .



File Management 2,
" I ,I "" ,

,'" " I II '1"1 I ,
I ,

8. Key the words Job File and enter.
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9. Any documen~that is telateClto your job search, you can left click and while
holding down the left mouse drag the file and drop it into the new file yob justI I'
created.

10. You may close your disk by clicking Up one level.
11. Once your disk has been closed, click one time on 3 1/2 Floppy A and right click

your mouse. Choose Properties. This:will allow you to see how much space your
have left on your disk. The ffee space is pink, and the used space is blue.
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Open Microsoft Word. , '

'When Microsoft Word is open, click on File Open. '

I 13. You may create a new folder while you are already 'ina.program by clickitlgthe '

, New Folder icon. '

, "

14. You may then name your new folder.

You must click on your folder and open it before you store items into it. It is a good
,idea to create a folder for every type of work you do. This will keep your files more
organized.

15. If you should ever wish to transfer information trom one disk to another, you'
must temporarily place the material you wish to transfer onto the hard drive. To
do this, open the document you wish to transfer.

16. Save the document on your hard drive; open C drive py clicking where 3 '1;2
, FI~ppyA is andchangethe driveto C.
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~Both sideskeep fightirlg to add to vote totals Jiles ~,""""""" ,
"-;t My Music'

My' Pictures1
My Webs

5-28-2000 Karla Smith Reportrevis ed.

i!!IDAmanda George November 2000 Report 12-3-00 SpoVal

~CERTIFICATE OF COMPLETION

~Chris LaSalle

Christmas letter

CLIENTS STATUS 12-15-00

!J1jCompaq Computer Serial Number

~COMPETENCV TEST FOR POWERPOINT

i!!nCOMPUTER BASICS minutes 1-14-01

~com~ter basics evaluation

~Contemporary GEDMemoto Geri 1.

~ Contr act for Donnia Da~ey ,
1iiii1'l I
'i:LICopy of Technology Committee Ag!

~Dear Karen

~Dear Vera

~Dear Vickie 1'-20-01

~December 9 Donna Kelsey Itr

~December 9 Joel Garcia Itr

~DOC1

~DOC4

f!1jDocument

~Draft 3-17-01 ,

IrJFILTERINGASSIGNMENTUSINGEX

~Filtering Exercise2 '

,

19. Savethe file, and it will go on your hard drive." ,
change disks.

20. With your n;ewdisk in,the disk,drive, open the file wfch you.stored ~n ~y
Documents. Save the file to your new 3 YzFloppy N If the mformatlon IS
confidential, don',t forget ~odelete it ITomyour h~d 'drive.


