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Setting up folders
TASK 1
Create the following folder and subfolder structure as shown in the diagram below.
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TASK 2

Once you have set up your folder structure, create a new word processed document.  Write the title, ‘television advertising plans’ at the top of the document and save it to the ‘television’ folder.
TASK 3

Create a new spreadsheet file and save it into the 2010 folder giving it the title, ‘budget 2010’.

TASK 4

Make a copy of your ‘budget 2010’ spreadsheet and paste it into the 2011 file.  Rename it ‘budget 2011’

TASK 5

Create a new presentation file and save it to the UK folder with the name, ‘UK supplier training’.
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