[bookmark: _GoBack]1 WORKING WITH OPERATING SYSTEM. 
FILES AND FOLDERS (CREATE, DELETE, COPY, AND SEARCH)

The purpose is to get the acquaintance with the main operations with files and folders in Microsoft Windows. 

1.1 Creation of your own folder

1. Right-click on the My computer icon. Select Explorer from the menu. 
2. Enter the folders My documents, then 1_kurs, then 2_semestr. 
3. In the File menu select Create. In the Explorer right panel in the current 
directory there will be a tag with the signature "New folder". Change this inscription to the folder’s name (your group – for example, 16-IS). 
4. Enter the created folder (double-click it or point it and then press the Enter-key). 
5. Now it is necessary to create your second folder. Its name is your surname. Do it similarly as 4 or more quickly: 
• Right-click on the opened area in the Explorer’s right panel (when you are in your group’s folder). 
• Select New – Folder in the context menu. 
• Type your surname instead of “New folder” and press the Enter-key. 
6. Close the Explorer window.

1.2 Creation of the text with Notepad

1. Open the Notepad text editor. For this purpose click the Start button. Select 
Programs – Accessories in the opened menu. Then click Notepad. The Notepad text editor will open. 
2. Press F5 key to place time and date. Then type your surname, name and second name. Press F5 once more and then type your organization, address and other information about yourself. Save this file with the name “Information+your surname”  (use File – Save). 
3. Close Notepad.

1.3 Manipulations with your file and shortcut to it

1. Find your file “Information+Surname”. Right-click on your folder. Left-click Find – Files and Folders. Enter the file name in the appeared window and click button Find. 
2. Run the file and save it in your folder (File – Save as). 
3. Create a shortcut to your file in your group folder. Open the Explorer window. Drag your file’s icon on your group’s folder with the right mouse button and select Create shortcut. 
4. Enter your group’s folder. There is the shortcut to your file. 
5. Run your file from the shortcut. Close your file. 
6. Delete your shortcut from the group’s folder (right-click on the shortcut, then select Delete). Check that your file in your folder is not deleted. 
7. Copy your file to your group’s folder. Then delete it. 
8. Find files with the .jpg extension in your computer. Right-click on the My computer icon, then Find – Files and Folders and type the name *.jpg (* instead of the unknown name) and click Find. Copy three of the founded files into your folder.
9. Create a new folder Lab1 in your folder and move all your files into it.




