
Introduction to Computers for Healthcare Professionals

Chapter 3

Lab 3

The Computer and Its Operating System Environment

Create Folders

1. Create a folder on your flash drive titled Learning 1.
2. Inside the Learning 1 folder, create a Graphics folder, a Word folder, an Excel folder and a PowerPoint folder. 

3. Press the “Print Screen” button on your keyboard.
4. Open Microsoft Word.
5. Click the Edit menu option.
6. Click Paste.
7. Click the View menu option.
8. Click Header and Footer.
9. Type your first and last name in the box, press the “Tab” button on your keyboard twice then type in the date.
10. Click the Close button on the floating toolbar.
11. Save the document as Ch3_Ex3_Step1.
12. Print the document.
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Find and Copy Files
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Find a jpg
 (picture) file on the hard drive- click the Start button. Select Search. Click All Files and Folders. Type jpg and click Search.
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Choose any one of the picture files by clicking on the picture once to select, then click on the Edit menu option and click on Copy To Folder.

3. Locate your flash drive in the list and click once to select.

4. Locate the folder Learning 1.

5. Single click on the folder Learning 1 to select it then click on the Copy button. 
6. Close out the Search Results window.
Create Data Files

1. Open the file Learning 1.

2. Create a Word file titled Word Review Guide.

3. Create an Excel file titled Unit_25_Budget_2009.

4. Create a PowerPoint file titled Health_Habits.
5. Your screen should now look like the image below.
6. Press the “Print Screen” button on your keyboard.

7. Open Microsoft Word.

8. Click the Edit menu option.

9. Click Paste.
10. Click the View menu option.

11. Click Header and Footer.
12. Type your first and last name in the box, press the “Tab” button on                               

      your keyboard twice then type in the date.

13. Click the Close button on the floating toolbar.

14. Save the document as Ch3_Ex3_Step2.
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15. Print the document.

Move Files

1. Open the Learning 1 folder.

2. Single click and hold on the file .bmp
3. Drag the jpg file on top of the Graphics folder and release.
4. Single click, hold and drag the file Word Review Guide on top of the Word folder and release.
5. Single click, hold and drag the file Unit_25_Budget_2009 on top of the Excel folder and release.

6. Single click, hold and drag the file Health_Habits on top of the PowerPoint folder and release.

7. Press the “Print Screen” button on your keyboard.

8. Open Microsoft Word.

9. Click the Edit menu option.

10. Click Paste.
11. Click the View menu option.

12. Click Header and Footer.
13. Type your first and last name in the box,  press the “Tab” button  

     on your keyboard twice then type in the date.

14. Click the Close button on the floating toolbar.

15. Save the file as Ch3_Ex3_Step3.
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16. Print the document.

17. Staple and hand all three documents in to your instructor.

�I went with jpgs because they are more popular today. I left these screens because I have Vista, which does not look the same as XP.
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