Windows Assignment using Windows 7
ITE 115

The purpose of the Windows Assignment is to give you practice creating a folder and subfolders, copying and renaming files, expanding a folder, resizing a window, and saving a screen shot as a graphic using Windows 7 Snipping Tool.
Perform the following steps: 

1. Create a folder called IT Assignments (either on your hard disk or other storage medium of your choice). You can use “Computer” to accomplish this task. Click Start and then click Computer.
2. Download the file Daily Reminders.doc (attached to this assignment in Blackboard) into the IT Assignments folder created in step 1.

3. Rename the file copied into the IT Assignments folder - Monday 

4. Copy (not Move) the file named Monday two more times renaming the copied files - Tuesday and Wednesday into the IT Assignments folder. 

5. Create a subfolder within the IT Assignments folder called Word. 

6. Repeat step 5 three more times and name the subfolders Excel, Access and PowerPoint. 

7. Expand the IT Assignments folder if it is not already expanded. 

8. The expanded IT Assignments folder should be highlighted and showing in the left pane of the window and the contents of the IT Assignments folder should be showing in the right pane of the window. To view the left pane contents in the format shown below, you may need to click Organize/Layout/Navigation pane on the toolbar. To view the right pane contents in the format shown below click the small arrow next to the change your view button in the upper right portion of the screen and set the slider to Details. 
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9. Resize your window to approximately the same size as shown in the figure above. 

10. Take a snapshot of the window on your computer screen using the Windows 7 Snipping Tool.  The Snipping Tool is located under All Programs/Accessories.  After you activate the Snipping Tool, click New/Window Snip. Then click the title bar of the window where the folders and files that you created are listed.  The Snipping Tool will take a snap shot of your window and place the snapshot in another window titled Snipping Tool.  At this point click File/Save As and save the snapshot using the name Explorer Screen Shot.  Make sure you save it as a .gif file.  To do this, click the drop down list arrow next to the Save as type: text box and choose GIF (*.GIF). Saving the file as a gif file will decrease the file size to about 160KB (kilobytes).
You have just created and saved a file called Explorer Screen Shot.gif using the Windows 7 Snipping Tool.  Windows appends the .gif extension automatically.
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