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SAVING FILES TO A “SAFE” LOCATION!

Some of you have already discovered the hard way, that by not saving your file(s) to a “safe” location, you have had to redo work.  Saving work to your hard drive (“C”) may be your present routine, but it is really not the safest location.  If, for any reason, your computer has to be “reimaged” (the entire contents of the computer are removed, and a new copy of the operating system and software is installed – personal files are NOT saved).


Saving files to a “floppy disk” is convenient if you are working on files both at school and at home.  However, disks DO go bad from time to time, and the data may not be recoverable.


Saving files to the “K” (Common) Drive is convenient, as  you and your students can access them at any time.  The downside to this location is that any files on the Common Drive are available to ANYONE at ANY TIME.  These files can be altered or deleted.  Hopefully, people are careful when working with files on the Common Drive, but there is a risk involved with storing files in this location.  It IS possible to “LOCK” files so that they cannot be altered, but they CAN still be deleted.


The safest location for you to store files is in your “H” (Home) Drive.  This is a personal storage space on the server (the master computer that controls all the computers in the school).  When you login to a computer with your login name and password, you are gaining access to that personal storage space.  The server is backed up periodically, so “lost” files have a chance of being recovered!

[image: image2.png](S orve (€)

B
My Computer

=5 3% Floppy (47)

S orive (C)

& Compact Disc (0:)

(=) Removable Disk (E:)

2 Volt on Rams-ess-fme' ()
22 55 on Rams-ess-fme (G:)
2 Rothj on Rams-essfmelyolt,
2 Ceopps on Rams-ess-fmelo,
2 ris on'204.218.0.259 (3)
2 Conmon on Rams-ess-Fmevo.
22 Libworld on Rams-ess-Fme\Cl.




TO SAVE FILES TO YOUR “H” DRIVE:

1. Open the program you want to work in.  
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Create your document.  

3. When you are ready to save, click on FILE, SAVE AS.   (Remember, save often!!!)

4. The “Save As” window appears.

5. Click on the down arrow after the “Save in:” line.

6. [image: image4.png]caves: NENNNNN 2
(2 Rothj on Rams-ess-frelvolt\ser...2] | = (2] | @ % () [~ Taok -

aveclssscementary T dgagsnenab_crestion et coc
ey BT SUREY_Dec conference,doc
eClass Attendance. BTJETHTGnotesForAdmint 3SEPTEMBERDZ.doc.




Look for the line that begins with YOUR login name.  This is your “H” drive. If you could see the entire line, you’d see (H:) at the end.

7. Click once on your “H” drive line.
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You’ll now see the line for your “H” drive showing.
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9. If you want your file to be put into a folder that already exists, double-click the folder to open it.
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If you want to make a folder to put the file into:
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Click on the “Create New Folder” icon (the yellow folder w/star).

· Enter the name of the folder.

· Press the ENTER key.

· Make sure that the new folder you just made is showing in the “Save in:” line.  If it isn’t, double-click the folder you want and it should open.
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Make sure that you have given the file a meaningful name – one that you will remember later what it refers to.

12. Click the SAVE button.

13. To open the file at a later time, open the program you are working in.  For most programs, click on FILE, OPEN, select your “H” drive, and find your file.

14. For Print Shop Deluxe: Click FILE, SAVE AS, choose the “H” drive to save.  To open a previously saved file: when you open Print Shop click on the OPEN button, then choose the “H” drive, then your file.


15. Student Writing Center: Click FILE, SAVE AS, choose the “H” drive to save.  To open a previously saved file: when you open Student Writing Center, click on the SAVED WORK button, then choose the “H” drive, then your file. 
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