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Portfolio Project 
 
 
 Now I’ve got a project for you to do that will demonstrate how well you’ve mastered the 
material. 
 
 
You’ll be using WordPad for this Portfolio Project to complete the 29 steps involved. 
 
Perform these 5 steps. 

1. Start WordPad and then maximize the WordPad window, if necessary. 
2. Click the Open button to display the Open dialog box. 
3. Open the Portfolio Project folder, which is in the Windows Tutorial 2 folder within the 

Explore folder. 
4. Two of the files in the Portfolio Project folder are invitations to an AdZ party that have 

been customized for particular clients.  One of those invitations is the “Cache Invitations” 
file, which is a Word for Windows (*.doc) file.  Open that file. 

5. Scroll as needed to read through the document.  Can you spot three instances of text 
specific to the Cache’ Day Spa? 

 
 

You’ll now customize, save, preview, and print an invitation for the Bellevue Humane Society. 
 

Perform the following steps. 
6. Edit the current document to make the following changes: 

a. Replace the text “Cache’ Day Spa” with “Bellevue Humane Society” 
b. Delete “Pretty Hands/Pretty Feet”. 
c. In that same line, insert a space and the text “for the Spay/Neuter Clinic” between 

the word “campaign” and the period that follows that word. 
d. Replace “Sherry” with “Phyllis”. 
e. Type your name as a new last line of the document. 

7. Use a menu option (NOT a toolbar button) to save the current document as a Word for 
Windows (*.doc) file named “Bellevue Invitation” in your Portfolio Project folder.  
(Hint: You’ll need to display the Save As dialog box.) 

8. Preview and then print the current document. 
 
 
Next you’ll start creating a new WordPad document. 

 
Perform the following steps. 

9. Use a toolbar button to start a new document, selecting the “Word 6 document” option 
when asked to specify the document type. 

10. Type your name, user ID, and section number as the first line in the new document. 
 



 2

Now you’ll look at all the files in your Portfolio Project folder. 
 

Perform the following steps. 
11. Start Windows Explorer, navigate to your Portfolio Project folder, and then change the 

view for that folder to Details view. 
12. Note that there are 10 files in the Portfolio Project folder.  Look at the file characteristics 

(size, date created, file type, subject matter, etc.) and consider how you could use folders 
to logically group these files. 

13. Switch to WordPad. 
 
 

Next you’ll describe how the files in your Portfolio Project folder could be logically grouped into 
subfolders within that folder. 

 
Perform the following steps. 

14. Enter text in the new document to describe two different schemes you could use to 
logically organize the 10 files in folders within your Portfolio Projects folder.  For each 
of the two schemes, be sure to include the following information: 

a. For each folder you would create, the folder name, the folder location (in the 
Portfolio Project folder, as a subfolder within another specified folder in the 
Portfolio Project folder, etc.), and a list of the files you would place in that folder. 

b. The names of the file(s), if any, that you would leave in the Portfolio Project 
folder. 

 
 
Switch back and forth between WordPad and Windows Explorer as needed to make sure that 
each of your two schemes includes all 10 files in the folder. 
 

15. Then enter text in the document stating which of the two schemes you’ve described is 
better and explain why you think it is the better choice. 

 
 
You’ll now start organizing the files using the scheme you’ve selected. 
 
Perform the following steps. 

16. Switch to Windows Explorer. 
17. Create a new folder within your Portfolio Project folder.  The folder you’ll create should 

be the folder in which you planned to place the “Bellevue Invitation” file in the scheme 
you’ve selected. (If you decided to leave the “Bellevue Invitation” file in the Portfolio 
Project folder, then create one of the other folders in your scheme.) 

18. Move the “Bellevue Invitation” file to the folder you just created. (If you decided to leave 
the “Bellevue Invitation” file in the Portfolio Project folder, then move one of the files 
intended for the folder you created in Step 17 into that folder instead.) 

19. Display the contents of the folder you just created. 
20. Press the Print Screen key to capture an image of the current screen. 
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Now you’ll paste the captured image into your WordPad document, and then save, preview, and 
print the document. 
 
Perform the following steps. 

21. Switch to WordPad 
22. Click the Paste button on the toolbar to paste the captured image into the current 

WordPad document. 
23. Save the current WordPad document as a Word for Windows (*.doc) file in your 

Portfolio Project folder, giving the document an appropriate name. 
24. Preview the current document.  If your document is more than one page, the “Two Page” 

button on the Print Preview toolbar will be active.  If so, then click that button to preview 
both pages. (Don’t worry – it’s not a problem if the full width of the captured image 
doesn’t fit on a page.) 

25. Print the current document. 
26. Close WordPad. 

 
 
Just three more steps and then you’ll be done! 
 
Perform the following steps. 

27. In Windows Explorer, return to the Portfolio Project folder. 
28. Change the view to Large Icons view. 
29. Close Windows Explorer 

 
 
Don’t forget to pick up both of your printouts. 

 
 


