
ICT GNVQ (Intermediate) Full Award


Unit 10 – Networks and Communications


Task 1g – Revisiting Task 1a

(This is for Pass (P2))

Instructions:

What to do:

IMPORTANT: Now you will be able to finish this task and get screenshots to prove you have carried out the instructions.  Start from Task d. below and work through the instructions.  Make sure before you start that you have backup copies of all your files – just in case you accidentally delete one and cannot find it again.

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.

g. Next you will use a wildcard search – for all the Word documents in your N:\Mywork folder – see the explanation below and then make sure you press print screen to capture a screenshot showing what you have done and your results.  See the detailed instructions below…….

How to do this:

Creating a folder 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!

What is a wildcard search??????

Have you ever saved a file on the computer network – and then a few days later forgotten what you called it?  No!  I don’t believe you!

Everyone saves their files carefully – and frequently forgets where they have saved them.  A wildcard search is really useful for finding what you need……..

NOTE (Jan 2006) – from K Parry:  Students have informed me that the network at Hyde prevents students running Explorer.exe.  If YOU can run Explorer.exe then you can carry out thgis task.  If not then don’t attempt this task.

1. First you need to run Explorer.exe that you will find in the C:\Windows folder.  You can create a shortcut to this file by right clicking on the Windows desktop and selecting “New” then “shortcut” and browsing drive C:\Windows until you find Explorer.exe

2. Next you run Explorer and you will see a drive listing for whichever drive you want.  Click drive N: and open the folder called “Mywork”

3. NOW – click the Tools menu then Find and Files or folders
4. You will now see a screen something like this:
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6. In the top row of the dialog box (that says “Named”) enter *.doc – this just means – all files that end in the file extension “.doc” – this will list all the Word for Windows document files.

7. Before you click “Find Now” make sure the little tick is in the box alongside “Include subfolders” – then click “Find Now”

8. Very soon you will see a long list appear before your very eyes – of all your “Word for Windows” documents.  Notice it has several columns – including one showing the “date modified”

9. This column is really useful as you can click the button at the top of the column (which says just the word “modified” and you will change the order of the list to either the oldest at the top or the newest at the top.

10. Now try clicking the other column titles and you will see the list reorganize in different ways. Screenshot each one and paste the screenshots into Word – adding your notes to explain what you have done.

11. Experiment with your new skills – try looking fr all *.doc files that include the text string “gnvq” in them – look at the dialog box to figure out how to do this.

