Creating Folders & Sub-folders
[image: ]Go to your “My Documents” and click on the New Folder tab



[image: ]Name your folder as shown



[image: ]Open the OCR folder you have just made, now create and name 4 sub-folders like in the image





[bookmark: _GoBack]
Open each of the sub-folders and create more folders inside them use the list below to help you:
Unit 2:
· Task 1 – organising the work area and email system
· Task 2 – New logo
· Task 3 – Letter
· Task 4 – Supplier data
· Task 5 – Promotional materials
· Task 6 – Sales & payments
· Task 7 – File structure & security
Unit 5:
· Task 1 - Design an interactive multimedia product
· Task 2 – Make the interactive product
· Task 3 – Test & evaluate

Unit 6:
· Task 1 – Specify a solution
· Task 2 – Create the solution
· Task 3 – Present and evaluate

image1.png
Organize v Sharewith v Bum | Newfolder =~ 0 @

o e (Cote e gy o J ¢ e .

04/05/20141517 _ File folder
2/08/20141550 __File folder
/07720141132 File folder
15/08/20141607  File folder
2/ON41TIB File folder
04/05/20141533  File folder
09/07/20141421  File folder
13/08/201417:54 File folder





image2.png
Date modified Type Size
04/05/20141517 _ File folder
2/08/20141550 __File folder
/07720141132 File folder
15/08/20141607  File folder
2/ON41TIB File folder
04/05/20141533  File folder
09/07/20141421  File folder
13/08/201417:54 File folder





image3.png
Documentl - Word

bebbestones - ¥

22/08/20141556
22/08/20141556
22/08/20141557

3 Unitt Understanding computersystems
11 Unit2 Creaing business solutons
U} Unit Creste an ineractive product

File folder
File folder
File folder

[ e w0214 1557

File folder

&, TB1224900A ()|
o WD Passport E)
% sims$ (\sims-sr
S Public (\MyBoo|
2 Download (WMy
% mmstaff (\chs-sr
% dstonesS (chs=
o
AL

Unit & creating digital images Date modifiec: 22/08/2014 15:57
File folder

PAGE1OF1 21 WOR

oTES

W COMMENTS

DESIGN TRANSITI ANIMATI SLIDESH REVIEW VIEW ~Debbie St..

i

Drawing Editing

®

Paragraph

B

#oFind -
pasbeet AQBI assbcer asbecoc aasbeeoe |,
< | | Search OCR Cambridge Nationals P 2 Replace
Heading2 | THe  Subile SubleEm. Emphasis || . g
Emlicsfoldcy o e styes 5 eatng |
Datemodiied  Type = inroto combridgentionsls - PowelPant N

e

Diis





