
INFORMATION TECHNOLOGY SKILLS

FETAC Level 4 (B10135)

SAMPLE TEST

Assignment 5 Part 1 (File Management)




INSTRUCTIONS TO THE CANDIDATES

1. Follow the instructions overleaf in the order indicated.
2. When instructed, gain your tutor’s attention and ask him/her to sign, verifying that you have completed that step.

Name: 		___________________________
Date: 			___________________________
Instructions:
1. Start up your computer.
2. Launch the File Management Program.  When you’ve completed this step ask your tutor to verify it by placing her signature here: ___________________________
3. Ask your tutor for the flash drive and place it in the USB port.
4. Open the files and folders on the flash drive.
5. State the number of files on the drive: ___________
6. Locate the file oscar wilde.docx on the drive and save it your desktop. Ask your tutor to verify this before moving on to the next step: ____________________
7. Copy the file oscar wilde.docx and save it in your own personal file on the computer. Ask your tutor to verify this before moving on to the next step: ____________________
8. State the size of the file works.txt which is on the flash drive: ________
9. On what date was the file quotes.docx, which is on the drive, last modified? ___________
10. Navigate to My Documents and create a folder called Wilde. Ask your tutor to verify this before moving on to the next step: ____________________
11. Copy the file oscar wilde.docx from the desktop to the folder called Wilde.  Ask your tutor to verify this before moving on to the next step: ____________________
12.  Copy the image file oscar.jpeg to the folder entitled Wilde.  Ask your tutor to verify this before moving on to the next step: ____________________
13. Create a subfolder in the Wilde folder and call it Author. Ask your tutor to verify this before moving on to the next step: ____________________
14.  Move the file oscar wilde.docx from the Wilde folder to the subfolder Author. Ask your tutor to verify this before moving on to the next step: ____________________
15. Rename the file oscar wilde.docx, which is in the subfolder called Author.  Give it the new file name: oscarinfo.docx.  Ask your tutor to verify this before moving on to the next step: ____________________
16.  Save the file oscarinfo.docx in your subfolder Author to the flash drive.  Ask your tutor to verify this before moving on to the next step: ____________________ 
17. Delete the file oscar.jpeg in the folder Wilde. Ask your tutor to verify this before moving on to the next step: ____________________
18. Delete the file oscar wilde.docx from the desktop. Ask your tutor to verify this before moving on to the next step: ____________________
19.  Delete the folder Wilde. Ask your tutor to verify this before moving on to the next step: ____________________
20.  Check the recycle bin and restore the Wilde folder. Ask your tutor to verify this before moving on to the next step: ____________________ Delete it again.
21. Exit from all programmes and safely remove the flash drive. Ask your tutor to verify this before moving on to the next step: ____________________
22. Shut the computer down.
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