1) Store Files to the T: drive.  This shared drive is open to all users and therefore should only be used for saving presentations and other common documents.  It is not recommended to save tests and grades due to the lack of security on this particular drive.  This drive is purged each semester.

a. Once logged into the PC under the classroom login you may save files to the T: as seen below.

i. When saving a document go to the Office button, and select “Save As” 
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ii.  Go to the drop down arrow at “Save in” and select Temp Store (T:) drive
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iii. Double click on the “Temp Store (T:)” drive then you may name your document and save.[image: image3.png]Savein |32 Temp Store () S @-
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b.  Retrieving Files.


i. double click on “My Computer”                                                                                 
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ii. Once you have double clicked on my computer you can then double Click on the “Temp Store (T:)” and look for the document that you have. 

