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Assessment Objective 1
Things to do for a PASS
[image: image2.wmf][image: image3.wmf]John and Lisa have been using a computer at home to run their business. They have not been very good at keeping the computer files and folders organised. This means that things are difficult to find.

Your first job is to sort out the folders and files on the computer so that it is easy to use once the business gets busy.
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1. You need to set up folders to save your
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Work in. In your Unit 1 folder, set up the following folders:

AO1, AO2, AO3, AO4, AO5, AO6, Marksheets, Backups.
(I have set up at least two folders)
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 Create and save a blank powerpoint in each folder. In AO1 folder, call the powerpoint AO1 Evidence. In AO2 folder call the powerpoint AO2 Evidence. Do this for all folders  up to AO6.
(I have saved some files with appropraite filenames in appropriate folders)
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Ask your teacher where the ‘Tracking Spreadsheet’ is. Open this spreadsheet and immediately save it in your Marksheet folder and call it My Tracking Spreadsheet.
(I have saved some files with appropraite filenames in appropriate folders)
4. [image: image9.png]


[image: image10.png]


Your teacher will let you know were another spreadsheet can be found. It is called Finance. It contains some private information about the company. Locate and open this spreadsheet. You now need to save this spreadsheet in your AO1 folder, but you need to put a password on it so no one can open it without knowing the password. Once you have saved the file with a password, open it up, it should stop and ask you to enter the password. Make sure you put evidence of this in your AO1 Evidence powerpoint.
(I have password protected at least one file)

5. Do this one step at a time. Find each powerpoint you have saved into each AO folder. Open each one in turn. On the Title Slide make sure you put a title and your name e.g.

Save each AO Evidence file once you have done this. You will have to do this 6 times, one for each AO.
(I have found and opened files that were saved in my folders)
6. You have been working in the new office all day, but you now need to go home. You need to take some work home with you to help get the computer sorted ready for tomorrow.
You now need to make a backup of your files onto a memory stick (flash drive / flash pen). Copy the full Unit 1 Folder on to the memory stick.  You will need to show the original folder and the folder you have copied it to in your evidence powerpoint.

(I have made backup copies of some files onto a memory stick)

7. Shortcuts are useful for loading files quickly. It is useful to put shortcuts in one place so you can get to them quickly. Firstly, create a sub-folder in your AO1 folder called Shortcuts.
Now, create a shortcut to your Finance spreadsheet. Put the shortcut in your Shortcuts sub-folder. Make sure you have put evidence that you have done this in your AO1 Evidence folder.
(I have created a shortcut to at least one file)

8. You now need to create a shortcut to a folder. Create a sub-folder called Finance and put it into your AO1 folder. Now, create a shortcut to the Finance folder and put this in your Shortcuts folder.
(I have created a shortcut to at least one folder)
