Turning in your Website (MS Word)

1. Open the “Shared Files” folder

2. Double-click on “SpringWood_Shared”

3. Double-click on “Computers”

4. Double-click on “8th Grade”

5. Double-click on “Website Turn-in”

6. Double-click on your team’s turn-in folder (ie: “8-1 Website Turn-in 1Q 03-04”)

7. Double-click on your “Home Files”

8. Find your website folder

9. Right-mouse-click on your website folder

10. Choose and click “Copy”

11. Move your mouse to the Shared Files turn-in folder that you already have open

12. Right-mouse-click, choose, and click “Paste”

13. After your website folder has been pasted, you need to rename it.

a. Right-mouse-click on your Website folder that you just pasted.

b. Choose and click “Rename”

c. Type your full name and your topic

