Management ~ Saving to a Specific Folder or Location ~ Stuff
You have a lot of leeway regarding how and where your students save their files; this page is meant to help you think about some of the decisions you will need to make.  
Management:
· If you have more than one computer in your room, you will likely want to assign each student to a computer and rotate them throughout the week.  Even with one computer some method of rotating students to it is a good idea.

· Assigning students to computers is great but there are some problems; a student must return to the same computer every time to do his work.  Furthermore, to see students’ files, you will have to go to each computer in your room.  
· Having students save to a floppy disk is one solution.  Students can save to the floppy and then go to any computer and work on it.   There are some reservations.  For the past few years the reliability of floppy disks has gone way down.  There is a pretty big risk of the floppy going bad and a student losing all of his work.

· Using shared folders over your school’s network is a better solution.  Shared folders will allow a student to get and work on his files from any computer in the room.  More benefits of shared folders are you can see and/or print all of the students’ work from one computer and hard drives are much more reliable storage devices! See your tech coach if you would like to have shared folders in your classroom
Making Folders:
· It is helpful to have students save their files in folders.  (To make a folder, right click, slide to New, and select Folder with a left click.  The folder name will be highlighted; just start typing the name you want.)  
Organizing you Folders:

· There are a couple of ways to organize the folders for your class:
1. Create a folder for each student and have him/her save everything they do to that folder.  One drawback to this is looking at student work will require you to open thirty separate folders.

2. Another option is to make a folder named for the assignment they are doing.  Students then save their assignment in that folder.  This is an advantage because you can find everyone’s file with a single click.  Plus, you can see who has at least started the assignment.  There is one caution!  You must have a system for naming files.  Otherwise, students who use the same file name can overwrite each others files. A simple file naming system is to have them name the file with their first initial and last name.  You can also add an assignment name to it to further identify the file.

a. BRamirez

b. BRamirezBiomes

It is customary when naming files to use no spaces between words.  Instead, capitalize the first letter in the new word (it makes it much easier to read).

· A question you must answer is where you want to put your class folders.  Creating them in the My Documents folder is a pretty good idea because that is meant for document storage and it is easy to find. (To use this option, double click the My Documents folder.  Once it’s open, create the folder organizational system you desire.) 

· Another place to create your folders is on the Desktop.  Just right click and create your folders.  There is one drawback to this; your Desktop can get cluttered with folders.

· Some of you may be at schools with Digital Lockers or network drives.  See your tech coach for more ideas.
Helping Students Save and Find Files:

To save a file, they only need to click File and Save.  The dialogue box below will open.  They can then click on the Desktop button or the My Documents button to the left, depending upon where you have created their folders.  They can also click on the drop-down arrow and select a drive, shared folder, or network drive to save their files (see your tech coach for help).

The location where the file will be saved appears here.  This file will be saved in the My Documents folder.
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Now they only need to name the file using the convention you have taught and click Save.
Quick access buttons to My Documents and the Desktop








Drop Down Arrow








