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Fall 2006
Computer Literacy

Instructor:
Managing Files and Folders Lab

1- Go to My Documents, Create a folder and call it YOUR NAME
2- Create 3 subfolders inside the folder that you created and name the "Word", "Excel", and "PowerPoint" respectively

 3- Open each folder and create a word, excel and power point file in each folder. The name of the file should be "Lab1". You can create the file by opening the folder u want to place the file in, right click on the empty space in it, choose New, and then select the type of file that you want to create
4- Go to Tools( Folder Options, choose the View Panel and make sure that the [Hidden Files and Folders] option is set to "Do Not Show Hidden Files".
5- Select the power point folder and make its attribute to be Hidden by right clicking on the folder and selecting Properties. You can check the size of file or folder and the number of files and subfolders in the window that just appeared. Notice that the file will disappear after clicking OK
6- To view the folder again, choose "Show Hidden Files" in the Folder Options window. The hidden folder will now appear but with a dimmed color. You can now uncheck the Hidden option in the folder property window.

7- Delete the Excel folder by selecting in and pressing the Delete Button. Read the message that appears carefully.

8- Delete the Power Point Folder by pressing the SHIFT+ Delete buttons. Also, Read the message carefully.
9- Go to the Recycle bin and check the 2 deleted folders. Restore them.

10- Create a shortcut on the desktop for the Word folder

11- Copy the Word folder and place inside the Excel folder. Then move the excel file and place it Up one level with directly in the Computer Literacy folder
12- Open a Word Folder, and create a New Notepad file inside it and call it your First Name. Open this file and type any thing inside it and save it.
13- Right click on this file and choose “Open With” and select “Choose Program”. Now choose the Microsoft word program from the window that just appeared and check the "Always use the selected program to open this type of file" option.

How to Print a Document?!!
1- Go to Start(Settings(Printers and Faxes
If you have many printers installed on the computer you are using, the printer icon with a check mark on it is your default printer. A default printer is the printer that will prints the document directly after u click any print button.

2- To set another printer as a Default Printer, Right Click the printer and choose “Set as Default printer”.

3- Open the notepad file that you created, and choose File(Print

Change the number of copies to 5 in the window that just appeared and click “Print”
The printer will start now printing the document.
4- If you want to pause, resume, restart or cancel any print task:

a- Open the |Printer file that you used for printing

b- Notice that the name of the file is listed in the printing task with a status set to 
“Printing”

c- Select it, and choose “Document” in the Menu bar and click Resume, Restart or Cancel option

