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 Operating System – Files/Folders
1. Open your network directory (P drive).
2. Create a folder in your network directory folder named Freshman (or if you’re in another grade, add that instead).
3. Inside that folder, create another folder named English.
4. Create a folder in your Freshman folder named Science.
5. Create a folder in your Freshman folder named Computer Tech I
6. In your Computer Tech I folder, create nine following folders: 

1. Word
2. Bartering Bonanza
3. Images
4. PowerPoint
5. Fonts 
6. Sounds
7. Access
8. Excel
7. Move your TypingTutor file (_____.his) to your Computer Tech I folder

8. Locate a file called ASSIGN from the ClearyData network drive (S drive) and copy it to your Computer Tech I folder.  ***Hint: to get to the file go to Shared >> CHSBusEd >> Rm 210 >> ClearyData >> Computer Tech
9. Copy a file from the ClearyData network drive (S drive) to your Computer Tech I folder.  The file is called SNOW.  Rename the file SNOWY. ***Hint: to get to the file go to Shared >> CHSBusEd >> Rm 210 >> ClearyData >> Computer Tech
10. Copy a file from the ClearyData network drive (Z drive) to your Computer Tech I folder.  The file is called FREE. ***Hint: to get to the file go to Shared >> CHSbUSEd >> Rm 210 >> ClearyData >> Computer Tech
11. Create a new folder in your Computer Tech folder named Career Planning.

12. Do a screen shot of your directory showing your Computer Tech I folder. (Press the Print Screen button on your keyboard and draw a box around what you want to print. This activates Snagit. Save your file then, upload your image to Google Classroom.
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