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with Microsoft® Office 2007 Introductory

Point-Counted Production Test—Project
for GO! with Microsoft® Office 2007 Introductory Chapter 1A Windows XP
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Instructor Name: __H. Michael Everett___________
Course Information: __COSC101 Fall 09______________

1. Open My Computer and navigate to the drive as indicated by your instructor. On this drive, create a new folder. Name the folder Test of Firstname Lastname
2. Be sure the My Computer window is displayed, the Folders button on the toolbar is selected, and the Folders task pane is displayed on the left. Place the student CD that came with this book in the CD drive. In the Folders task pane, click the expand button (+) to the left of the CD drive to display the contents of the drive. If a dialog box opens, click Cancel. In the Folders task pane, navigate to the folder containing student data files for Chapter 1 - Windows XP.

NOTE: Some instructors will place the student files in a folder on a shared network drive, or in a file-sharing folder in a course Web site. If you are instructed to use files from another source, follow the instructions, substituting your file location for the CD drive.      P:\courses\fall2009\cosc\cosc101\009\shared files\GO_01\
3. From the student data files folder, copy the following items to your drive (not the newly created folder):

a. wxp01A_PCPT_Data1

b. wxp01A_PCPT_Data2

c. wxp01A_PCPT_Flower

d. wxp01A_PCPT_Grass

4. Within the My Computer window, change the view to Details (if not already in this view) and show file extensions (if they are not already visible).

5. In the Folders task pane, if necessary, click the expand button (+) to the left of your student drive to display the contents of your folder. If needed, change the view back to Details. On your keyboard, locate and press the PrtSc key.

6. Open WordPad. In the WordPad window, type Firstname Lastname using your own name. Press Enter two times. Paste the captured screen at the insertion point. Use the ruler as a guide to resize the image. Resize with the diagonal size pointer by dragging up and to the left to 6 inches on the ruler. Press Ctrl + End. Press Enter three times. Minimize WordPad (do not close the application).
7. From your drive:

a. Rename the file wxp01A_PCPT_Data1 to wxp01_PCPT_Refinance
b. Move the file wxp01A_PCPT_Data2 to the folder Test of Firstname Lastname you created on your drive.

c. Compress the file wxp01_PCPT_Refinance.

d. Compress the files wxp01A_PCPT_Flower and wxp01A_PCPT_Grass into one zip folder.

e. Delete the three original files wxp01A_PCPT_Data1, wxp01A_PCPT_Flower, and wxp01A_PCPT_Grass.

8. Extract the wxp01_PCPT_Flower compressed folder. In the Extraction Wizard, accept the default location. In the last step of the Extraction Wizard, clear the Show extracted files check box, and then click Finish.

9. From your drive, move the following items to the folder Test of Firstname Lastname:

a. wxp01_PCPT_Refinance compressed folder

b. wxp01A_PCPT_Flower compressed folder

c. wxp01A_PCPT_Flower folder (along with its contents)

10. In the Folders task pane, display the contents of the folder Test of Firstname Lastname. If necessary, click the expand button (+) to the left of the folder to display the new contents. On your keyboard, locate and press the PrtSc button.

11. Maximize WordPad. Make sure your insertion point is located at the bottom of the document. Paste the captured screen and use the ruler as a guide to resize the image. Resize with the diagonal size pointer by dragging up and to the left to 6 inches on the ruler. 
12. Save the file as 01_PCPT_Firstname_Lastname. Print the file. Close WordPad.
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