BBG 114 Section 5
Basic Concepts Project
Due: 10:00 pm, Tues, 2/09/10
Congratulations! You just became the new Business Manager for BBG, Inc., replacing the previous manager, Sandy Beech. Sandy made a number of mistakes in the way she created and organized her files. Your job is to fix them.

Directions:
· Using Internet Explorer on a Windows XP computer, go to www.bbg114.com and click on the Project Files link on the left. 

· Click Save to save the file to a USB flash disk in My Computer.

· Click Open to see the contents of the compressed folder.

· Select the Sandy’s Files folder and copy it.

· Click the Up button; Paste the Sandy’s Files folder near the compressed folder.
· Examine ALL of the various subfolders within the new uncompressed folder and the 13 files. Then make the changes listed below:

1. Open the Compter Memo.rtf file and change the name Sandy Beech to your own name. Save and close the file.

2. Rename the file Computer Memo.rtf.
3. Look at the names of the ten files in the Unknown folder and MOVE each to the best matching folder. (For example, the 16X DVD+-RW Drive.txt file should be moved to the Optical Drives subfolder in the Hardware folder.)
4. When the Unknown folder is empty, delete it.

5. Find 3 picture files (.jpg) and COPY them to the Copies of picture files folder.
6. In the Hardware folder, create a new empty folder called Keyboards.

7. Find the file that contains the word Amazon and COPY it to the folder Copies of files from Amazon.

8. Find the largest of all the files and COPY it to the Copy of largest file folder.

9. Click the Up button. Rename Sandy’s Files, replacing Sandy with your first name. (E.g., if your name is John Smith, the folder should be John’s Files.).

· Check each folder and each subfolder to be sure it contains the right files.

· On your or USB drive, create a new compressed (zipped) folder with the name X’s Compressed Folder (where X is your first name and first initial of your last name, e.g., John S’s Compressed Folder), and copy the X’s Files folder (e.g., John’s Files) into it. Attach this compressed folder to an email message and send it to richmalloy@gmail.com. Put your full name and the word Project in the Subject line. (If you cannot send email, give the USB drive to your instructor in class.)
Instructor: Rich Malloy, richmalloy@gmail.com, 203-862-9411
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