TEACHERS – 
If you are having your students save files to the computers, please create a file in ‘My Documents’ with your name and have them save it there.

Thank you

Louisa the Librarian 

(For Instructions, see next page)
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To create a file, go to My Documents:
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Click File ( New ( Folder


A new folder will be created at the end:


Type in your name

All students should save their files to this folder when they are in the computer lab with your class.

