File Deon

Create a document and put a file on your desktop for easy access. You can place
this document anywhere you want. I will use the desktop.

Lets name it “My First Document”.

Right click on the desktop.
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Click “New” and “Text Document”.
Icon will be created “New Test Document.txt” on your desktop.
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Right Click on new icon.
Click “Properties”
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Change tile to “Practice File.txt”.

Practice File.txt Properties

Type of file:
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Click on “Summary” Tab.

Change Title: to “Practice File.txt”

Change Subject: to “Practice Document”

Change Author: to “John Smith”

Enter in Comments: “This is a document to practice putting information behind a
file icon.”

Click “OK”

Practice File.ixt Properties

General | Secuty | Wirus Property | Summary

Title: | Practice File. bzt |
Subject: | Practice Document |
Author: | John Smith |
Cakeqory: | |
Keywords: | |

Comments: | This is a document to practice putting
information behind a file icon.|

Ok ][ Cancel l[ Apply

Place to cursor over the icon to read the following.

B Tyvpe: Text Document
S Author: John Smith
Title: Practice File kxk
Subject: Practice Dacument
This is & document to practice putting information behind to file icon,
Date Modified: &/7/2004 10:31 PM

Size: 0 bytes




