How can I tell my students to find a file on the student shared directory and save it to their own directory?

1. Direct your students to the student shared directory.  You should show them as a group either in the lab or in the classroom on the TV screens first.  

a. Open My Computer (double click)

b. Find the Student Shared Directory (double click) It will be called different things on different campuses, but it should look something like this:
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2. Have students find where you have saved the template.  Most schools have grade level folders to save things in for the students.  
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3. Open the grade level folder, and find the template you have saved.        For example:  [image: image2.png]2nd grade water cycl.ppt
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4. Have students click ONCE on that icon.  It will be highlighted, usually in a blue or darker color.  [image: image3.png]2nd grade water cycl.ppt
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5. Once it is highlighted, have students go to the top of the page and locate the Copy icon, this is normally next to the scissors if your students cannot read.  It can be explained as two sheets of paper. 
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6. They click once on this icon to copy the template that you want them to use.  If they click on it more than once, that is not a problem, it will just recopy.  You do not see anything happen at this point, except maybe a quick hourglass indicating that the computer is working.

7. Direct the students to the arrow key [image: image5.png]


and have them click ALL TOGETHER the number of times it will take to get back to My Computer (in this scenario, it would be twice)   
8. Students then find their own directory, using the name that they used to log onto the computer.
9.  It will look something like this: [image: image6.png]ey on
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10. Double click to open.

11. They can then finish by finding the Paste [image: image7.png]


 icon at the top and clicking once to paste the template into their own directory.  Now they have their own copy to work from!
