Cyber Café:  Organizing your Computer and Folders

1. Overview of the saving hierarchy

a. server – secure user folder – specific folder

b. desktop

c. hard drive

2. Creating folders in your server user folder

a. Open your server user folder

b. Go to file – New Folder – UNTITILED FOLDER will be highlighted – rename folder by typing new name (for example “Science”

c. Create at least 4 folders with subject names

3. Creating folders on the desktop

a. Click on the desktop background

b. Go to file – New Folder - UNTITILED FOLDER will be highlighted – rename folder by typing new name (for example “Science”

c. Create 1 folder with subject name

4. Saving Documents to the Folders in your server user folder

a. Creating and Saving a word document 

i. Be sure that the user server is open (icon on desktop)

ii. Open Word from the Launcher

iii. Type:  “this is a new document”

iv. Go to File – Save As – Save bar should read user (you may have to find user from the desktop) – select your server user folder -  choose the folder you want to save the document in (for example:  Science) – Name the document – select Save

5. Saving Documents to the Folders on your desktop

a. Open a word document – Go to File – Save As – Save Bar should read Desktop – select folder – Name document:  Lesson Plans – select Save

6. Saving desktop items to the server through the “drag” function

a. Open your server user folder

b. Drag “Lesson Plans” folder to the Science Folder in your Server User Folder

c. You have now COPIED a folder into a folder

i. You have a copy on the server and a copy on the desktop

ii. Drag the desktop copy to the trash (if you are on your own computer, you may want to keep a copy there also for current documents)

7. Creating an Unlocked folder for student use

a. Open users

b. Select your grade level folder  (for example: 1st grade stuff)

c. Go to File – New folder – rename folder with your last name + stuff

d. You now have an unlocked folder on the server for students to save stuff or for you to save stuff that you want to share with other people

8. Close all folders or applications

9. Go to Special – empty trash – Special – shut down

10. Store computer on correct shelf and PLUG IN PLEASE

a. Type 

