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Unit B: Understanding File Management
Concepts Review
	Screen Labeling
	Matching Items
	Multiple Choice

	1 Tabs
	8 d
	14 b

	2 Address bar
	9 e
	15 b

	3 Libraries
	10 a
	16 a

	4 Navigation pane
	11 c
	17 d

	5 Storage devices
	12 f
	18 b

	6 File list
	13 b
	19 d

	7 Search text box
	
	20 c

	
	
	

	
	
	


Skills Review

Solution Filename: Tour Marketing Plan.rtf

Step 1 –Students should submit a diagram of how they might organize folders and subfolders for a property management business. Student answers will vary, but should contain folders and subfolders. Their diagrams might resemble one of the following (students’ work will probably be handwritten):
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Their paragraphs might include that they would organize the work by building, as in the top diagram, or by function (Rentals, etc.), as in the bottom diagram.
Here is the document students create in Step 2:
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Independent Challenges 

Because students will solve the independent challenges in different ways, it is important to stress there is not just one correct solution. The following are examples of possible solutions for the Independent Challenges in Unit B of this book.

Independent Challenge 1
Filename: None
Students are asked to prepare selling points for a Web ad for a pet-sitting business named CritterCare. Their folders and file should be organized like this:
[image: image4.png]Selling
points.rtf





The content of their Selling Points file will differ, but might resemble this one:
[image: image5.png]frittercare

Less stress for pets.

Ownersfeel secure

Convenient for owners

Business Address: 32 Northwestern St., Middletown, CA

Phone: 555-555-3344
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Independent Challenge 2

Filename: None
Students should create a WordPad document with the filename My Hardware Documentation.rtf. Below the title, My Hardware Documentation, and their name, they should list the drives on their computer, including hard drives, drives with removable storage, or other hardware devices, such as PDAs. For their hard drives and removable storage devices, they should include the total size and the amount of free space remaining on each one. Here’s an example:
[image: image6.png]My Hardware Documentation

‘Your Name

Local Disk (C:) 110 G8, 85 6B free.

Removable Drive (F:) 243 M8, 236 M8 free




Independent Challenge 3

Solution Filename: Careers.rtf
Students create a folder structure that contains a file they create for a Career Days presentation at a local school. 
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The document should look similar to this:
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Independent Challenge 4: Explore
Filename: None
In Independent Challenge 4: Explore, students use a hobby or a volunteer activity (one that they do now or that they would like to do), and create a folder structure. First they sketch it on paper, and then they create it on their computers. 
Then they open the Windows 8 Store app and search for apps that might help them with their activity, particularly in the Top Free category. They can click an app to read its description. Note: They do not have to download or purchase any apps for this assignment. For example, for a genealogy project, I might be able to use PhotoFunia, which is described as a “a cloud-based photo editing tool.” 
Then they create a WordPad document with the title Next Steps at the top of the page, and a list of at least three tasks they should do to further their work in that area. Here is an example:
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They then save the file as To Do.rtf. They copy it and place a copy in their Documents library (which actually stores it in their My Documents folder). They delete it, and then restore it.
Visual Workshop

Students create the folder structure shown in Figure B-29:
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They then write a short summary of the steps they followed to create the structure. Their Customer Support.rtf document might look like this:
[image: image11.png]Student step summaries should be similar to the following:

1.1 created a documentnamed Customer Support using the New Folder command in the New group on
the Home tab.

2.1 usedthe same command to create Smartphone Apps and Other Programs folders inside the
Customersuportfolder.

3. Inside the Smartphone Appsfolder, | reated the three folders shown (Games, Music, and Radio), and
inside the Music folder, | created the Popular and Classical folders.

4. Inside the Other Programs folder, | created the Productivity and Social Networkingfolders.




