
ICT GNVQ (Intermediate) Full Award


Unit 10 – Networks and Communications


Task 1a – Creating folders for your Unit 10 work

(This is for Pass (P2))

Instructions:

What to do:

IMPORTANT: At this point you will only be able to create your folders and subfolders (sometimes called directories and subdirectories) – then when you have worked through the whole of the assignment you should return to finish these tasks.  So start from a. and only do this and parts b. and c.  You will return to this later in the work and complete the remaining steps d. to f.

Using annotated screenshots of your own folders and filenames, explain how you have created folders and sub-folders in your work area – and how you copy, rename and delete files to and from these folders.  This task will require you to print screenshots of your folders and subfolders when you carry out each of the steps in the tasks shown below:
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a. In your N:\My Documents folder create a new subfolder called Unit10
b. Inside your new Unit10 folder create two subfolders – one called Networks and one called Internet.

c. Save all your work files for Unit 10 in the right place - if they are in any way related to Networks save them in the Networks subfolder.  If they are about the Internet save them in the Internet subfolder.  If they are about anything else for Unit 10 save them in the Unit10 folder.  STOP HERE FOR TASK 1a – you will complete steps d. to f. later in your work.
d. Choose one of your work files that you have saved in the Networks folder and copy it into the Unit10 folder.  Make sure you have printed screenshots to prove that you have done this correctly

e. Delete the file in the Networks folder that you have copied into the Unit10 folder.  Make sure you print a screenshot to prove you have deleted this file.

f. Rename the file that you have copied to your Unit10 folder with the name: CopiedFromNetworkFolder.doc  Make sure you print a screenshot to prove you have deleted this file.

 
How to do this:

Creating a folder or subfolder is easy.  

Double click “My Computer” and then go to drive N:\Mywork

If you already have a folder for GNVQICT open that folder.  If you don’t have one create one – follow the steps below:

Right click the mouse whilst it is pointing inside the GNVQ folder.  Elect “New” from the menu then “Folder”.

A new folder will appear – called (wait for it) “New Folder”.  Rename this to the folder name you require.  Eg. Unit 10

Do this same task for the other folders and subfolders you require.

Now even if you have been disorganized so far in your work at school – you can drag any files from one folder to another using the mouse – and get everything carefully sorted out!

