File Management 101
When you save a file, you can save it to a folder in My Documents, a network location (H Drive), the desktop, a flash drive, or another storage location. To do this, select a desired drive/folder from the Save As window using the drop-down menu. The saving process is the same, regardless of what location you choose.

You should save the file frequently while you are working on it to avoid losing data because of an unexpected power failure or other problem.

Saving files to a Network Drive (H)
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When you log on to Windows on a district computer, you must use your email username and password in order to have access to a folder on the network. You can find the folder by double-clicking  the My Computer[image: image3.png]‘5 testusers on ‘choshomesry' (+:)
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 icon on the desktop.  Once My Computer is open you'll see all available drives on your computer. The drives are named with letters. On your personal computer, you'll usually be concerned with the Local Disc (C:) drive.  This is your hard disk drive and what all your files are stored on, usually in My Documents. At work, the advantage of saving or copying files to the network (H) drive is that you will be able to access them from any district computer and you will not lose files if your computer crashes.  
So…
· From the File menu, select Save As.

· The Save in: box defaults to My Documents

· Use the Drop-down menu and select the H drive

· Name your file and click on Save.
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Or…
You can copy files and folders that you have already saved in My Documents and paste them into the H drive folder. 

· From the desktop, open the My Documents folder. 

· From the Edit menu, select Select All.

· From the Edit menu, select Copy.

· Open the H drive folder.

· From the Edit menu, select Paste. 

You can also drag and drop files and folders from one folder to another. 

This is the network or H drive for testuser, the username that was used to log on for this example.  The H drive will display your login name. 








