Lesson C1 - Handout #2

Demonstrate an Understanding of a Computer’s Desktop, Filing Systems, and Drives

Procedure to open a file from My Computer on the desktop:
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At the Desktop, double-click on the My Computer icon


Notice that My Computer appears in the 

Address and Title Bar.
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2. At the My Computer window, double-click on the desired computer drive, in this case, 3 ½" Floppy (A:).

Notice that the A:\ drive is now listed in the Address and Title Bar
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3.  At the 3 ½" Floppy (A:) window, double click on the desired folder, in this case, College Search
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u have successfully opened the document/file,
Emperia State Request for Application

October 24, 2002

Admissions
Exnpori State University
2002 Exaporia State University
1200 Conmercil Street
Enporia, Ks. 663015087

Dear S or Madan:

L planing o attend Excporia State University this coraing semester. [ would ke to
Ky what two-year degree progras Exaporia State offers, what the envollment
rocedne &, and if financial id might be availible. In aditon, does Excporia State
offer any career cownseling and support services? Please send me a college catalog and
caurse schedlle, as well a5 any other nformation that ight assit e a3 & v student.

Lappreciate your assitance in uy efforts to begin ry college carver and laok forward to
beamgto fiom you

Sicerely,

Susan Swith
123 Kansas vemne
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Notice that College Search is now listed in the Address and Title Bar


4. When the contents of the folder (College Search) are displayed, the desired file can then be selected by double-clicking on its icon.  In this case, double-click on Emporia State Request for Application. 

The software program used to create the file will automatically open and present the selected file on the screen.  


Notice that the document’s filename, Emporia State Request for Application, is in the title bar.

Congratulations!  If your computer screen looks similar to this one, you have successfully completed this exercise!

