IST033 – Fall 06

Lab Assignment 4
Name:______________________


Managing files
	Listen
	[image: image1.wmf]Listen to a description of:

· Windows Explorer, My Documents, My Computer

· Files, Folders, Drives
· Open, New
· Save, Save AS

· Close, Exit


	Practice
	1. Start windows Explorer – Click Start, click All Programs, click Accessories, click Windows Explorer.

2. View the contents of the folders and drives on your computer.

3. Create a document using Word.  

a. Start Word.  Type one sentence.

b. Save the file to “my documents”.  Give it the file name “windows explorer – file 1”.  

4. Create another document.  
a. Create a new blank document.  Type one sentence.

b. Save the file to your flash drive.  Give it the file name “windows explorer – file 2”.  

5. Close the files, exit Word, Restart your computer.

6. Open the file you saved called “windows explorer – file 1”.  

7. What happened?__________________________________

8. Why?__________________________________________
9. Open the file you saved called “windows explorer – file 2”.

10. What happened?__________________________________

11. Why?__________________________________________
12. Create a folder on your flash drive called “Writing Assignments”.

13. Move the 3 files you created last week  into this folder.  You should now have 3 files in the “writing Assignments” folder.
14. Close the files, exit Word, Restart your computer.
15. Open files named “journal entry 1” and “journal entry 3”.

16. Close the files, exit Word, Shut Down your computer.


	Write
	By now you should have 3 journal entries, one from lab 1, lab 2, and lab 3 saved on your flash drive.  Type your answer to the following question using Word and Save it with the filename “journal entry 4”.  Make sure the file is in the “writing Assignments” folder.

What is the most interesting thing you learned about file management?



