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Create a Folder

The way to organize our files is by using folders. These are like folders in
your physical file cabinet.

Folders can contain files or other folders (called subfolders). Folders and

files can be moved around, reorganized in your storage space and also
thrown out.

You can make folders in different places on the computer. If you are saving
to the hard drive, you can put your folder on the desktop.
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Create a Folder

1. Go to the desktop.

2. Right-click.

3. Choose New/Folder. \

4. Type a name for your folder.

Arrange [cons By ¥
Refresh

Paste
Paste Shortout
—
|) Eolder
Properties @ Shortaut

] Microsoft Word Document

Eﬂ Microsoft Office Access Application

ﬂj Microsoft PowerPaint Presentation

Bl Microsoft Office Publisher Document
IE’I Text Document

|| Wave Sound

B8] Microsoft Excel Warksheet

[H) Compressed (zipped) Folder
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Create a Folder
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You can also save to a disk or flash drive.

File

Edit \View Favorites

<, 2

System Tasks

View system information
;"} Add or remove programs

(@ Change a setting

Other Places

\-3 Jessica's Metwork
u:i My Documents
[} Control Panel

Details

my computer
System Folder

Tools

.ﬁ.

Up
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»

Help
- 4 T 1. Go to the desk i
search  MapDrive Discomect  Hmt 1. GO 10 the desktop and double-click on the

S Type icon for My Computer.

Hard Disk Drives
% | ocal Disk (C:) Local Disk

Devices with Removable Storage
M 394 Floppy (A:) 3v2-Inch Floppy Disk Click on your
=#*Removable Disk (... Removable Disk disk or flash
< DVD Drive (E:) CD Drive drive

< CO-RW Drive (F:)  CD Drive
113 System (G:) CD Drive
“w*Hemovable Disk (... Removable Disk

Scanners and Cameras

IBHP Officejet 620... Image scanner
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Create a Folder

b

File and Folder Tasks
2. Click on Make a new folder.

J Make a new folder <

@ Publigh thiz folder to the
"\."'."El:l

3. Type a name for your folder.

r

Other Places

¢ Removable Disk (H:)
&) My Documents

i my computer
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Highlight/Select Text

Use your mouse to select words that you want to make changes to.

[To select text, click in front of the first word.

Hold down on the mouse button and drag the mouse across the words you want to select.

It may be difficult at first to use your mouse to highlight. Here is another way
to do it.

1. Click at the beginning of the text you want to select.

2. Hold the Shiftkey down. While you are holding it, click at the end of the
last word you want to highlight.
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Cut, Copy, and Paste

This is how you can move writing from one part of the document to another.
Or, you can copy text and put it somewhere else in the document.

You can also use this to move information from one document to another.
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Cut, Copy, and Paste

To move text around a Word document:

1. Select (highlight) the text that you want to move.

CiDocuments - Microsoft:Word !

! Fle Edit Wiew Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type aqueston forhelp = X
" = I AR - e e R - [B] & o won -

How to make pasta

Fill a pot with water
Put pasta in the pot
Boil the water
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Cut, Copy, and Paste

2. From the Edit menu, click on Cut. This puts the words

you highlighted on the Clipboard.

The Clipboard is an area used to hold information that you
are moving around.

|

Click on
Cut.

i Dogument2i- MicrosoftiWord

Cirl+

]
)

Ctrl+C

Cirl+v

erfink

Ctrl+A
Ctrl+F

lace...  Ctrl+H

Ctrl+G

i

At 2.1

How to make pasta

Fill a pot with water
Put pasta in the pot

Boil the water
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Cut, Copy, and Paste

O \DocumentZi=Microsoftyond = (=]
I Fle Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question for help = x
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When you click
on Cut, the words
you selected will
disappear_ : How to make pasta

Fill a pot with water
Put pasta in the pot

They are now on
the clipboard.

N /
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Cut, Copy, and Paste

3. Choose where you want the words to appear. Use your mouse to put the cursor in the right place.

Ol | Dosument?= MicrosofisWord = =
: fle Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type & question for help = X
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How to make pasta

Fill a pot with water

Put pasta in the pot
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Cut, Copy, and Paste

Ol Nocument2. - Microsoft-Word (=}
i Fle | Edit | Yiew Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments Type a question for help

4. Click on Edit. —1; =70 o Poooman s e ey n T P ER =2

Cut Ctrl+%

Copy Ctrl+C
Office Clipboard...

aste Ctrl+v
Paste Spedial...
Paste as Hyperlink
Cear How to make pasta
Select Al
Qﬂ Eind... . T

Fill a pot with water
Replace...

GoTo... |
k. Put pasta in the pot

Object

5. Click on Paste.
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Cut, Copy, and Paste

The information
is taken from the —
clipboard. It will
go where your
Cursor is.

N /

U8\ DopumentZ - Microsofit Word
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i File Edit view Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments
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How to make pasta

Fill a pot with water
Boil the water
Put pasta in the pot

At 1.87
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Cut, Copy, and Paste

To copy text in a Word document:

S| DocumentZl- Microsoft-Word ! m
1 S I h - h I - h i File Edit View Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments Type a question forhelp  » X
. e eCt ( Ig Ig t) = N EE N EETRaT™ AL T - W =l & ¢ 1o L!‘k Normal + 18 pt » TimesNewRoman + 15 = | B I U |[E] [~ - A -4

the text that you ‘ AR RN KRN RN RN R KRN KRR IR NENE
want to copy.

7 to make pasta

Fill a pot with water
- Boil the water
Put pasta in the pot
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Cut, Copy, and Paste

2. From the Edit menu, click on Copy.

This puts the text you chose on theClipboard.
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Office Clipboard...
Paste Ctrl+v
/ \ Paste Spedial...
Paste as Hyperiink
: Gear » How to make pasta
When you click on e o
- Eind... Clrl+F . .
: 3 Fill a pot with water
. Replace...  Cirl+H .
Copy! a Copy of the - I Boil the water
words is put on the : L. Put pasta in the pot

Object

clipboard.
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Cut, Copy, and Paste

O \DocumentZ i Microsoftord

MG

! Fle Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question for help = X
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3. Click

where \ : How to make pasta
ou want :

y : Fill a pot with water

to put Boil the water

the text. : Put pasta in the pot
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Cut, Copy, and Paste

4. Click on Edit.

5. Click on Paste.
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