Introduction to Computers for Healthcare Professionals

Chapter 3
Lab 2
The Computer and Its Operating System Environment

Create Folders & Files
1. Open the My Computer window.
2. Double click the USB storage device.
3. Right click a blank area of the USB drive window.
4. Select New Folder.
5. Type A&P.
6. Press Enter.
7. Double click the A&P folder.

8. Select Make a New Folder in the task pane.
9. Type Class Notes and press Enter.
10. Press the “Print Screen” button on your keyboard.
11. Open Microsoft Word.
12. Click the Edit menu option.
13. Click Paste.
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Click the View menu option.

15. Click Header and Footer.

16. Type your first and last name in the box, press the “Tab” button on your keyboard twice then type in the date. 

17. Click the Close button on the floating toolbar.

18. Print your document and save file as Ch3 Lab 2 Step1. Your document should look like the one below.
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19. Go back to your storage device and double click the Class Notes folder to open.
20. Right click a blank area of the Class Notes folder screen.  Select New, Microsoft Word Document. Type Respiratory_System_Notes and press Enter.

21. Right click a blank area of the Class Notes folder. Select New, Microsoft Word Document, Type Nervous_System_Notes and press Enter. 
22. Your screen should now look like this:
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23. Verify that your filename path is correct. It should read: E:\A_P\Class Notes.
24. Make sure your window contains two Microsoft Word files. They should be: Respiratory_System_Notes and Nervous_System_Notes.
25. Press the “Print Screen” button on your keyboard.
26. Open Microsoft Word.
27. Click the Edit menu option.
28. Click Paste.
29. Click the View menu option.

30. Click Header and Footer.
31. Type your first and last name in the box,  press the “Tab” button on your keyboard twice then type in the date.
32. Click the Close button on the floating toolbar.
33. Your document should look like this: 
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34. Print and save your file as Ch3_Lab 2_Step2.
35. Hand in both documents to your instructor.
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