Assignment - 021 Version 1.2

Task B

1 You have been given a floppy disk that contains contact and pricing information. Put

the floppy disk in the floppy disk drive and using an appropriate file manager utility,

(Windows Explorer for example), create a new folder on the disk. Call this folder -

January.

2 Move the word processed and spreadsheet files that are in the root folder on the disk,

into your new folder 'January'. Produce a screen print to show the folder January and its

contents. Label this SCREENPRINT1.

3 Close the file manager utility.
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1. Create a new directory/folder on the hard disk and call it “MARKETING”. Produce a screen

print labelled Printout 2 to show this.

2. You have been given a floppy disk containing files. These files are named LETTER and

CONTACTS. View the attributes and properties of these two files and produce a screen

Print labelled Printout 3 of each.

3. Copy these files from the floppy disk to the hard disk into the directory/folder named

“MARKETING”. Produce a Screen Print labelled Printout 4.

4. Create a shortcut to the MARKETING directory/folder. Produce a screen print labelled

Printout 5.
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The hardware has been set up and you have been asked by your Manager to produce a mail-shot to some of your biggest customers advising them that for a period of two weeks only the company is reducing 10 items of its most popular titles by 35% off the prices both in the shop and on line. Your Manager tells you that there is a price list, a spreadsheet file, with the 35% off reduction of these 10 books on the server but he cannot remember the exact name – only that it contains the word “OFFER”.

1. Create a folder named MARKETING. Produce a screen print showing this and label it  SCREENPRINT2.

2. Using a wild card function search for the file mentioned above. Produce a screen print showing your search methods and label this SCREENPRINT3. When you have found the file, which is called XOFFER, print out a copy and label it PRINTOUT1.
3. Your Manager has drafted a letter called MARCHOFFER explaining the special offer and encouraging customers to buy extra stock during the two week period of the special offer. Open the file and view the properties of the file. Produce a screen print to show this and label it SCREENPRINT4.

4. Using a search technique, locate the file named TOP10 which is a database file containing the names and addresses of the ten major customers. Produce a screen print showing the method used and label it SCREENPRINT5.

Copy the files, ‘XOFFER’, ‘MARCHOFFER’ and ‘TOP10’ into the MARKETING folder. Produce a screen print to show this has been done and label it SCREENPRINT6.

Task E

1. Delete the file XOFFER. Restore the file XOFFER and produce a screen print to show the

facility used for the restore. Label this SCREENPRINT10.
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1. Copy the folder named HOLIDAYS into your network area. Produce a screen print to show this and

label it SCREENPRINT1.

2. Create FOUR folders named SUMMERCAMP, HILLWALK, PONYTREKK and SURVIVALS.

Produce a screen print to show this and label it SCREENPRINT2.

3. Using a file management facility (such as Windows Explorer) drag and drop the file named

MOORCAMP into the SUMMERCAMP folder, the file named CAMPSIES into the HILLWALK

folder, the file named BORDERS into the PONYTREKK folder and finally the file named

BENNEVIS into SURVIVALS folder. Produce a screen print to show this and label it

SCREENPRINT3.

4. Delete the folder named HOLIDAYS. Produce a screen print to show this and label it

SCREENPRINT4.

5. Configure the rights so that other users are able to access these folders/files. Produce a screen print to

show this and label it SCREENPRINT5.

6. Make backup copies of the above folders on to suitable storage media. Produce a screen print and label

it SCREENPRINT6.
