Introduction to Computers for Healthcare Professionals

Chapter 3
The Computer and Its Operating System Environment

	Name:
	     


Chapter 3 shows how to create and organize folders. Folders should be organized so all users can easily locate the information they need. This exercise will give you some practice. 
<NL>

1. Create a folder on your C Drive. Give it the name Data.
2. Create four subfolders in the Data folder: Memos, Evaluations, Staff Requests, and Vacations.

3. Use the file system you created to fill in a Document/Filename for each of the following. An example is given for each type of file.</NL>
	Memos
	Document/Filename

	Request for communication software
	C:\Data\Memos\commsoft

	Response to procedure change
	

	Complaint about typos
	

	Evaluations
	Document/Filename

	Patient Associate Jones
	C:\Data\Evaluations\PtAssocJones

	Unit Clerk Quincy
	

	Staff Nurse Walker
	


	Staff Requests
	Document/Filename

	Intake Nurse
	C:\Data\Staff Requests\IntakeNurse

	Night Shift X-Ray Tech
	

	Billing Clerk
	

















