
Set-up Exercises 
Directions: Please complete the following exercises after finishing your pre-

test. 

EXERCISE #1 – CREATING FOLDERS 

1. Go to your Windows Start menu. 

2. Select the Documents folder. 

3. Then, you want to 

select the H drive that 

has your last name in 

it: Ex:17SmithTom. It 

will be to the left of your 

page. 

4. Now, select the New 

Folder option on the 

toolbar near the top of 

your screen.  

5. Now name the folder 

Info Tech. 

6. Open the folder Info 

Tech you just created 

by double-clicking on it 

and you should a blank area.  

7. Select New Folder again and then rename the folder to Word. 

8. Now, when you save your documents, you should place them in this 

folder so your saved work is easier to find. Go ahead and create the 

following folders inside the Info Tech folder too: Excel, FMP, 

PowerPoint, and Kuder. These will be set-up and ready to use when 

we tackle those units. 

 

Turn page over for further instruction 



 

EXERCISE #2 

1. Open an internet brower. You can use Google Chrome, Mozilla 

Firefox, or Internet Explorer. 

2. Now go to my web page and select your class period. If you forget 

how to get there… 

a. After going to the school home page, from the Quick Links 

column, select Teacher Websites. 

b. Now scroll down to the M’s and choose Miles, Darci. 

c. From the left side of your screen, select your class period. For 

example: Info Tech – 3rd Period. 

3. Now that you have your classroom page open, if you are using 

Internet Explorer, go up to the toolbar at the top of your Internet 

screen and either select the word Favorites or find the yellow star 

and select it. Choose the option to Add to Favorites. 

4. Each Internet browser will be different. In Firefox and Google 

Chrome, you will look to the top right corner of your screen and 

choose the star picture and then Bookmark the page. 

5. Now close out of your internet browser. 

6. Open the Internet up again. 

7. Click on the word Favorites or select the yellow star and verify if you 

can get to your classroom page quicker. 

 


