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FILE MANAGEMENT
I YQUmust be able to manage your files, create directories, and ,moveddcuments of si~ai-

content into your directories.

1. Locate the My Computer icon on your desktop.
2. Double click on My Computer.
3. Position your mouse on the 31/2 Floppy A and open Y°J.lrdisk by clicking twi~e."- ,"- , '
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4. When your disk opens, position your mouse anywhere by the files you have'

c~eated,and write click your mouse. ' ,

5. Move the mouse down to New, .
6. Move over to the word Folder.
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7. When the new folder is created, name your folder Job File.
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