Student Directions for Using the Faculty Hand-in Folders
Finding the Folders:

1.  From your desktop or start menu, open “my computer”

2.  You should see an icon labeled “HandInFolders” on 'pacer2\students'” Double-click on this icon. 

IF you do not see this icon, click on “pacer2\students”, then click on “HandInFolders”
IF you do not see “pacer2\students”, then 


Right-click on “my computer”


Type \\pacer2\students\HandInFolders

Click “Finish”

3.  One of two things will happen:  either a folder will open, or a dialog box will open requesting your password.  If the dialog box comes up, put in your email login information.  Then the folder will open.  

4.  In the folder, you will find the names of all the faculty members.  Find your teacher’s folder and open it up.  Open the folder named for your class.  Inside you will find a folder with your name on it.  You may save your files to this folder.  

To save a file to the Faculty Hand-In Folders:

1.  In your program, choose “save as” from the File menu.

2.  Click on “my computer” on the left hand side of the dialog box.
3.  In the list that appears in the window, click on “HandInFolders”

4.  Open your teacher’s folder.  

5.  Open your class’s folder.

6.  Open your folder within the class’s folder.

7.  Name the file and save.  

8.  IF YOU GET AN ERROR MESSAGE about the drive being full or write protected, then follow the steps in “Finding the Folders” above.  Then retry your save.  
