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How do I “pick up” and save an assignment?
TIP: Always save assignments to your flash drive or (X:) drive network folder.

1. Open the Pick Up folder that contains the assignment… double-click the file


2. Click the Office Button… click Save As…


3. In the Save in: box, click the pull-down arrow


4. On the menu select the (X:) Drive with your username
(

5. Locate the best place on your (X:) Drive to save the file

TIP: It is helpful to create folders on your (X:) Drive for each class: Lang. Arts, Science, Social, Math, etc.


6. Click after the assignment name and type “dash–last name, first name”
Example: Cycles Study Guide–Brandt, Shawn

7. Click the Save button
How do I “drop off” an assignment?


TIP: You cannot save directly to the Drop-Off folder. You must first save the file to your flash drive or (X:) drive… then copy and paste the file to the Drop-Off folder.
1. From your desktop, double-click the My Computer icon
(


2. When the window opens, double-click the (X:) Drive
(


3. Locate the file you want to copy…


4. Right-click on the file… choose Copy from the pop-up menu


5. On the Address bar, click the pull-down arrow

6. Select the “Classes” (Z:) Drive from the menu… double-click the PD Folder
(

7. Find your teacher’s folder… double-click to open


8. Double-click the Drop Off folder 

TIP: You wouldn’t turn a paper assignment into your teacher without your name written on it… Make sure you have added your first and last name to the end of the assignment as shown here.
(

TIP: Once a file is placed it the “Drop-Off” folder, it cannot be changed. Make sure your assignment is completed before you “drop off” the file.


9. Right-click in the open, white space… click Paste


10. Congratulations! You successfully “dropped off” an assignment.
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