OPHS Computer Applications
File/Folder Setup

From your Desktop, Right Click on any part of the
blank desktop

Click NEW-
Click Folder
A new Folder will appear on the Desktop

RIGHT click on the New Folder and type your

First Name and Last Name. Press ENTER

Arrange Icons By 4
Refresh

B ——

@ Shortcut

@] Microsoft Access Database
—¢_F Flash ActionScript File

ﬁ Briefcase

@] Microsoft Word Document
EF] Final Draft Document

Paste
Shorkcut

Paste

Undo Move Ctrl+2

@,_] Microsoft PowerPoint Presentation
n Adobe Photoshop Image
@] Microsoft Publisher Document

NVIDIA Control Panel

E] Text Document

(5] Shared Folder Synchronization >

| @ Microsoft Excel Worksheet

(3 Compressd (pped) P

&% VLC media file (.wav)

Properties

Double click the folder with your name.

Click in the pane on the left side-

Make a New Folder

Name This Folder: TechHandbook

Click in the TechHandbook Folder

Create TWO folders: 1. Articles 2. Quizzes

Using the Back Button, go the Folder with your name:

Make a new Folder named MS Office

& TechHandbook
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File and Folder Tasks
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Click into the MS Office Folder and make THREE Folders:

1. Word, 2.PowerPoint, 3. Excel
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File and Folder Tasks A ‘\:/ Lesson One
Click into the Word Folder: 9 Make anew folder ;

e Publish this folder to the

\// Lesson Two
Make SIX (6) Folders: 1. Lesson One, 2, Lesson Two, 3. Lesson Othes Places ‘// —
| "'
. . EJ MS Office
Three, 4. Lesson Four, 5. Lesson Five, 6, Lesson Six © My Dscuments

d My Computer Lesson Four
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In EACH of the Word Folders
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(1-6) make TWO folders:

1. Downloads 2. MyWork

File and Folder Tasks &

ﬁ Make a new folder

e Publish this folder to
the Web

Click @ Back * the BACK Button to MS Office folder. Click into the PowerPoint Folder

Make FOUR folders: 1. Lesson One, 2.Lesson Two, 3, Lesson Three, 4. Lesson Four

In EACH of the PowerPoint folders (1-4) make TWO folders: 1. Downloads 2. MyWork

Click @ gack - the BACK Button to MS Office folder. Click into the Excel Folder

Make FIVE Folders (1-5): 1. Lesson One, 2. Lesson Two, 3.Lesson Three, 4.Lesson Four, 5. Lesson Five

In each of the Excel folders (1-5) make TWO folders: 1. Downloads 2. MyWork



