Technology Help Documents

How to copy your documents from your computer to your network folder.
Click the Start button

Click My Computer

Double Click (local disk) C:
Double Click documents and settings
Double click your folder (ex sfcrawford)

Click once  or highlight My Documents-while highlighted right click and choose copy
In the left column choose my computer

Choose your network folder Ex.  sfcrawford on “fileserver\home folder\faculty (H:)’

Edit and Paste

How to copy your Internet Explorer favorites to your network folder.

Click the Start button

Click My Computer

Double Click (local disk) C:
Double Click documents and settings
Double click your folder (ex sfcrawford)

Click once  or highlight My favorites-while highlighted right click and choose copy

In the left column choose my computer

Choose your network folder Ex.  sfcrawford on “fileserver\home folder\faculty (H:)’

Edit and Paste

How to copy documents from your network folder to your new computer .  I recommend that you leave them on the fileserver and use them.  They are backed up.
Click the Start button

Click My Computer

Double Click your folder (ex sfcrawford)

Click once  or highlight My Documents-while highlighted right click and choose copy

In the left column choose my computer

Double click C:

Double click documents and settings

Double click your logon name ex. sfcrawford
Edit and Paste
How to copy favorites from your network folder to your new computer 
Click the Start button

Click My Computer

Double Click your folder (ex sfcrawford)

Click once  or highlight My Favorites-while highlighted right click and choose copy

In the left column choose my computer

Double click C:

Double click documents and settings

Double click your logon name ex. sfcrawford
Edit and Paste
How to open a document from your network folder.
Start the application progam like Word.

File open

In the look in line on the top left click on the drop down arrow and find your network folder ex) sfcrawford on “fileserver\home folder\faculty (H:)’
Click the file or folder you want to open .
How to save a document in your network folder.
Start the application progam like Word.

File  new

Type the document

File Save As

In the look in line on the top left click on the drop down arrow and find your network folder ex) sfcrawford on “fileserver\home folder\faculty (H:)’
Type in the filename and click folder you want to save in.

Remember when you save a document you can change to document type to another version or text rich, so that it can be opened easily by others.
Office 2007

Microsoft Office 2007 is a major update to the office suite. Word and other programs in the suite will use new document formats. Word 2007 saves files in the .docx format, which is different from the .doc format used in Word 97-2003.

The new document format in Word 2007 can cause difficulties when it comes time to share your documents electronically.

So, if you upgrade to Word 2007, you should consider changing the save settings. ( Instructions below the OR)  You can save your documents in a format that is compatible with earlier versions of Word. That way, you won’t have any problems sharing documents.


Click the Office button

Click Word Options

Open the Save options

Beside Save files in this format, select Word 97-2003

Click OK


Your documents will be saved in the .doc format, which is compatible with earlier versions of Word.
OR

Make Word 2007 Always Save in Word 2003 Format
After a dozen times of accidentally sending a Word 2007 document to co-workers still stuck on Office 2003, I've decided to make Word save in the Word 2003 format by default. (you can do the same thing in Excel)

To change this setting, click on the Office Button in the upper left hand corner.
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Now click the Word Options button in the menu.
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Click on the Save tab, and then change the drop-down menu for "Save files in this format" to be "Word 97-2003 Document".  
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Now you won't send the wrong format by accident anymore. 

To make sure your virus protection is up to date- 
Double click on the yello shield on the bottom right of your screen.  This will open your Symantec program .  Look on the bottom right and see the definition date.  It should say 3/30/2009 rev 2 or later. If it does not the date is old click live update.  If for some reason live update will not update please contact me.  
To make sure your window updates are up to date-
Open Explorer
Click Tools, Windows Update.
Your machine will go out and check and see if it is up to date.  If it is not then it will give you a list of updates needed.  Download them and install them then reboot.  After the reboot repeat the process until all updates are up-to-date.
