SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

PROPERLY SAVING YOUR WORK TO THE SASD
NETWORK

Purpose
This handotiillustrates how to properly save your work to the SASD Network.

Why?

All work being completed must be saved to the SASD Network for the folgpraasons:
1. Any work saved to the network lcked up
2. All work saved to the network secured
3. Thepolicy of the district is that all work must be saved to $#D Ndwork.

What If | Save My Work to My Desktop?

Saving your work to your desktop is rmcked upor is it secure. The following is an example
of a file saved to a desktop:

The following MS Word document is saved tq
the desktop and NOT secure or backed up.

SAYRE AREA SCHOOL DISTRICT NETWORK
Computer Name: HS250E04
User Name: rrava
Logon Domain: SAYRESD @ SASDDC1
IP Address: 192.168.159.1
192.168.150.1
10.151.10.1
Network Speed: 100 Mb/s
100 Mb/s
1 Gb/s
CPU: Dual 2.0 GHz AMD Athlon 64 X2 Dual Core 3800+
Memory: 3071 MB
0S Yersion: Windows XP Service Pack 2
Free Space: C:\, 44.89 GB NTFS
IE Yersion: 7.0.5730.11
Boot Time: 4/7/2008 8:23 AM

Aistart| | (& (0] @ 2 © @ | [O]wbox- ... | @ wwwsa...| 3 gettings... | B properly...| ‘w. sasoBA... | 3 2008-04... | E]minutes ... | [ mierosof.. | [« 1 - 3 1z:48pm
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How Do | Save to the SASD NetworR

Let’' s say you are crcosoftWordg a new document

© FEle Edit Wiew Insert Format Tools  Table  Window Help  Adobe PDF  Acrobat Comments
NDEHRS SR VEI 4 BAIS I ™
P A4 Mormal + TimesMewRoman - 12 - B 7 U =
b |

SAYRE AREA SCHOOL DISTRICT
INFORMATION TECHNOLOGY COMMITTEE

Minutes

Members

Maghamez (Rmags@sayresd.org), Bonnie Merrill (bmerrill@sayresd.org), Rick B
(trava@sayresd.org), Dave Zimmerman (dzimmerman@sayresd.org)

Logistics

Date: 04/09/2008
Location: Sayre High School Board Room (Business Office)
Meetng Tune: 7:00pm
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Click on the savubiI icon

savens 2/ x|

Save in: IE My Documents ~ j - ] Q pu | j * Tools =

Mame = \\I Size | Tvpe | Date | &

\_{5 [hAccess Connections File Folder &/29/;

My Fecent [hAdobe File Folder 12/18

Documents ) Autodesk : 5
— C3)Blustooth Exchange Folder (2) My D'ocuments. is your network storage i

@ (5 Callege Internships area— it is automatically redirected to your I

- ) network folder (ex. _

Desktop l.qu:uIIegn.a Tuition Reimbursement SASDETATA/Users/Rrava) ,l'j

[hyberlink T

&% [ Draily Woark Log File Folder 4/16/;

/_/ [ZhDean (Superintendent) File Folder 411121

My Documents | [C3)eGrants Michelle Murrelle File Folder 532

[hestrateqic Plan File Folder 3/2a/;

- [Z)Evaluations and Job Descriptions File Folder 6/18/;

':'L)vg PFd File Falder aj26);

My Computer | oy (2) Enter a descriptive file name

2 File Folder AZE) -
4 ; | 3

.."_ 7
:j File name: — [vinutes 2008-04-08] © I Save
Py Metwork, )
Places Save as bype: I'-.-'-.-'u::ru:l Cocument (*,doch rancel
(3) Click on Save :

From the above screeryou will note that your computer automatically goes to the My
Documents location (this is your network storage area).

Just type in a descriptive file name and click on save
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Method 1. Retrieving My Documents Using the Open Icon

Let’ s say ya ywourdadacumentstoothel SASDknetwork.

Just click on th®©penicon in the program that you are using (eelowis for MS PowerPoint
Cln

If you do not know where this icon is, click - ‘W then you should see ti@penicon.)
bpen 21|
Loak in IlD My Docurnents j @ -3 Q 2y B v Tools -
y Marne =~ I e
ﬁ [CZAccess Connections |
My Recent [ChAdobe
Docurments ui'].ﬁ.utu:udesk
= [CEetooth Exchange Folder —
|. I Callege Internships
Deskkop | College Tuition Reimbursemeant
I Cvberdink:
™ | Daily Work Log
_'J |C)Dean {Superintendent)
My Documents | | [C5)eGrants Michelle Murrels
|51 eStrateqic Flan
'.;J |Co)Evaluations and Job Descriptions
dﬂ *:f Favorites
My Computert | =) Flash Award Student Work =
« s
File name: -
Ml Metwork, - I j e
Places Files of bype: I.ﬁ.ll PowerPoint Presentations l{*.ppt*;*.pps*;*.pnt*;*.htrrj Cancel I

Navigate to the desired fi#¢r and file
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2]

Look in: IE:] e3trateqic Plan j -3 | a x D = el
n Mame =~ I
| @HHRDIIDutFinaI.ppt

My Recent Chair's Report 9-13 Senate Meg. ppt

DEELTETS Skrategic Planning 2003-2009 Public ...
E-Strategic Planning 200802009 Public ...

@ e-Strateqgic Planning. ppt
Desktop mciu_estrategic_planning_warkshop. ppt

X | revised070504GettingResultsworkbook, |,

C’) '-.-'iIIaru:I.ppt

g a | i
File name: I j Open |+

My Mebwark, _
Places Files of bype: I.ﬁ.ll PowerPaint Presentations l{*.ppt*;*.pps*;*.put*;*.htrrj Cancel |
L

Click on Open
3 Microsoft PowerPoint - [e-Strategic Planning 2008-2009 Public Meeting.ppt]
@ File Edit Vew Insert Format Tools Slide Show Window Help Adobe PDF T
NBHRRGRAIVH RS 9-0- @EARL Fazsm> - of
i TmesMewRoman ~+ 10 v/ B Z U § JE = |i= i= | A A |iE 2= | A - | & Design ﬂuewSIide!
s oliaf
1[5
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3 &
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Method 2: Retrieving My Documents Using the My
Documents Desktop Shortcut

Let’s say you wish to | ook at your

Go to your desktop

My Documents

My documents-
your files on the
SASD Network

SAYRE AREA SCHOOL DISTRICT NETWORK

Computer Name: HS250E04

User Name: rrava

Logon Domain: SAYRESD @ SASDDC1

IP Address: 192.168.159.1
192.168.150.1
10.151.10.1

Network Speed: 100 Mb/'s
100 Mb/s
1Gb/s

document s

CPU: Dual 2.0 GHz AMD Athlon 64 X2 Dual Core 3800+

Memory: 3071 MB

0S Yersion: Windows XP Service Pack 2
Free Space: C:', 44.89 GB NTFS

IE Yersion: 30.11

Boot Time: 4/7/2008 8:23 AM

Bistart| | (& (0] @ 2 © @] [Dlinbox .| D)RickR... | @ v | 5 gettin... | HYprope... | ‘m5a5D... | 2008, | E)minute... | |3 miros.. | [« I B 1246w

Click on the My Documents
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% My Documents

=10/ %]

File Edit View Favorites Tooks Help

I

Folders ‘ B

_?Ea:k © - i | P ) search
Address |.D My Documents

8

Name ~ [ size [ Type | Date Modified [ N
File and Folder Tasks & File Folder 12/18[2006 10:05 AM
N his Fold (Co)Autadesk File Falder 4{16/2008 6:20 AM
E;l] ename this falder [©)Bluetoath Exchange Falder File Folder 6/29/2007 £:21 AM
[y Move this folder [O)Collsge Internships File Folder 3/28/2008 B:52 AM
™ Copy this folder |5 College Tuition Reimbursement File Folder 0j26,/2006 10:02 &AM
8 Publish this folder ta the [ Cyberlink File Folder 4162008 9:15 AM
Web [EDaily wiork Log File Folder 4{16/2008 12:12 PM
S " Dean (Superintendent File Folder 4j1/2008 9:18 AM
) E-mail this folder's fles [ dert) Ie ol fif
3 Delete this folder [Dearants File Folder 5§3/2007 1:26 PM
eStrategic Flan File Folder 3j25[2008 B:54 AM _
= I le Fold i25].
Evalustions and Job Descripti... File Folder 6/18/2007 9:00 AM
CEval d Job le Fold f18]:
Other Places 2 YfFavorites File Folder 91262006 10:02 AM
@ veshicp [E)Flash Award Student Work File Folder 9j26/2006 10:02 AM
SFarms File Folder 1f30/2007 4:20 PM
Py Computer () Tournalism Class Questions File Folder 3(19/2006 3:47 PM
Graphics File Folder 9i26/2006 10:02 AM
& My Network Places [S)raph Ie Fold 126!
IT Committes File Folder 4/9/2008 5:59 PM
i) le Folde 191,
IT Ttems that Need to Get Do. . File Folder 4{16/2008 9:53 AM
" - = h d le Fold 116/,
Detoit ¥ Dkt File Folder 10[23/2006 1:19 PM
Lenavo Desktop Ric File Folder 3j25/2008 B:54 AM
= ktop Ricks le Fold i25].
M5 Office 2007 Rallout Plan File Folder 4{16/2008 12:19 PM
= ffi Il { le Fold 116/,
)My eBooks File Folder 10/6/2006 10:10 AM
[E)My Google Gadgets File Folder 3i5/2007 5:02 PM
My pusic File Folder 4j3/2008 3:31 PM
(ZMy Pictures File Folder 4§3/2008 3:31 PM
(E4My shapes File Folder 5/23/2007 3:08 PM
My Videos File Falder 8j27/2007 12:37 PM
[EMy virtual Machines File Folder 11/21/2007 11:00 AWM =l

Navigate to the dered folder and file & doubtelick the file to open it
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