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Perform the following; learn as much as you can while performing:

Lesson 10
Creating folders.
Create a folder on desktop using the right click shortcut
In that folder create another folder using the file menu

Which one is the parent folder? 

Which one is the sub folder?
What is the program that allows us to manage our folders and files?
Different types of icons.
What icons do you see on the desktop? 
Name four of them 

1-

2-

2-

4-

What icons look like manila folders used in filing cabinets?

Some folders have a small image to give a clue of its content? Like what?

1-

2-

3-

File icons
What type of file icons are there? Explain what they look like
1-

2-

Naming folders and files
What does 8.3 naming mean? When was it used?
What naming system is currently being used?

How can old programs see the files with long names?
 Practice renaming folders in all four ways explained in page 181
 Practice deleting folders in all four ways explained in page 182

Practice selecting files using

Click +Shift +click

Shift+arrows

Ctrl+mouse

mouse
copying , moving and deleting files
what do the following mean
source:

destination :

practice copying files from source to destination in all possible ways

name the ways?

practice moving  files from source to destination in all possible ways

name the ways?

delete a file in all possible ways 

name the ways?

restore files in all possible ways

name the ways?

Managing a hard drive
Explain the steps you follow to locate and delete unnecessary files? What is this program called?

How are programs installed on the computer? Explain the step you follow to defragment your computer? What does this program do to your computer? What is the importance of this program ?








































