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Lab 3 Cover Sheet
Name:______________________________________     Section ______________________

I am turning in the following:

(
Answers on the back of this page for the Windows XP Concepts Review on p. B20-B21 or p. XP46-XP47
· I have shown or stapled the report from the Windows Files and Folders tutorial to this cover sheet. 
Note: In the box below, write a thorough and detailed response. If a tutorial had nothing new for you, then critique the tutorial’s presentation or discuss what you already knew about the subject. If you prefer, you may word process on a separate sheet and attach it.

	What I gained from Windows XP Unit B  tutorial is:

	What I gained from the Windows Files and Folders lab is:

	Instructor’s Comments:
	Points Earned   ______

Points Possible ______


Windows XP Concepts Review 
Microsoft Office 2003 –Windows XP Edition—(p. XP46-XP47) 
Identify each of the items labeled in Figure B-20 (or Figure B-22).

1. ______________________________________________________
2. ______________________________________________________
3. ______________________________________________________
4. ______________________________________________________
5. ______________________________________________________
Match each of the statements with the term it describes.

6. ______

7. ______

8. ______

9. ______

10. ______

Select the best answer from the list of choices.

11. ______
12. ______
13. ______
14. ______
15. ______
16. ______
17. ______

18. ______
19. ______

20. ______
New Perspectives Explore 

1. _____ # of folders on Drive C:





2. _____ # of loose files on Drive C:

3. _____ # of files in C:\mouse\





4. _____ # of files in C:\data\graphics\

5. _____ # of files in C:\data\docs\memos\

Lab 3 Instructions

PART 1
Select either step 1 OR 2 and then proceed to step 3).
1) If you are in a Maggini lab: To find the files you need for this book on the lab computers, double-click on the Maggini-Srv icon on the desktop and log in as CIS5 (no password). 
a) Open (Double-Click) the cis5 folder

b) Open the Class Data Files folder

c) Open the Papa folder

d) Open the Win XP Unit B folder

e) Drag the file named “WinB-1.bmp” to the Desktop or to your floppy disk.
OR
2) If you are off-campus: To download the files you need for this book from the class website, open a browser and go to http://whizkidz.org and click the CIS 5 link
a) Click on the Downloads link
b) In the Downloads page, right-click the WinB-1.bmp link; then choose Save Target As…
(If you left-click the link, you will see the picture; right-click on the picture to save it.)
3) Work through "Working with Programs Files and Folders" in the Microsoft Windows XP Book on pages B1-B19 or pages XP25-XP45 in the Microsoft Office 2003 XP Edition.  After you finish the exercise, fill in the answer blanks on the back of the lab cover sheet from the Concepts Review questions on p. B20 ( B21 or XP46 ( XP47 (you may look back at the text if you need to).

PART 2

1) On a lab computer, click Start/All Programs/Intro Tutorials/New Perspectives
2) Select the Windows Directories, Folders, & Files tutorial. Do the Steps lesson and show instructor or print report. 
3) Do the Explore lesson by filling in the blanks on the back of the cover sheet of this assignment.
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