
Creating and organising files and folders effectively

Activity 1

Create and name a folder on the desktop.
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Activity 2: 

Create, name, and save a file in the folder.  

•	 Launch Microsoft Word.
•	 In the blank document, type the following:

“My name is …………………………………………………………”

“My favourite animal is ………………………………………………………..”

“I insert a picture of my favourite animal”

•	 To save the file in the folder “Animal”, follow the steps below:
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