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Saving A File To Your Home Directory 
 

�x��Open the program you are working in and type your document. 
 
�x��When saving, click File, Save As  

 

 
�x��The following box will appear. Click on the arrow in the 

Save in: box. A drop down box will appear. 
 
 

 
 
 
 
 

Save in: box 
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�x�� Scroll down to your Home Directory  (your log in plus other letters). 

 
�x��Click on your name. It will now appear in the Save in: box. 
 
 
 

�x�� Look at the bottom of the box where it says File name:  and name your 
file. Then click Save. 

 
�x�� If you want to save it in a folder, click on the folder (it will now move to 

the Save in: box) and click Save. 
 
 
 

Home Directory 

Home Directory 

Name your file. 

Save 
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�x��To create a folder, click on the new folder icon on the top of the Save as 
window. You will see the New Folder  box as shown below. Type in the 
name of your folder where it says Name: and click OK . After you place 
your home directory name in the Save in: window, you can then choose a 
folder to save your document in. 

 
�x��By placing your documents in folders (just as if they were in a file 

drawer), you can organize the documents according to subject, grade, 
area, etc. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

New Folder 
Icon 

Name your folder
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Saving A File To The Shared Directory 
 

�x��Files, such as, lesson plans and personal classroom documents should 
always be saved to your Home Directory  (refer to “Saving A File to 
Your Home Directory). This is a private directory just for your personal 
documents. 

 
�x��Files that you would like to share with others, such as, forms, teaching 

ideas, test formats, etc. can be save to your Shared Directory . 
 
�x��Open the program you are working in and type your document. 
 
�x��ALWAYS SAVE YOUR DOCUMENT TO YOUR HOME 

DIRECTORY FIRST. DOCUMENTS IN THE SHARED 
DIRECTORY MAY ACCIDENTALLY BE DELETED OR 
CHANGED. 

 
�x��If you would like to share your document, click File, Save As. 
 
�x��In the Save in: window, click the arrow and choose Shared on 

‘Edp_svr1\Data’(S:). 
 
�x��This Shared Directory will now appear in the Save in: window 

 
 

Shared Directory 

Teacher Folders 
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. 
 
�x��Each teacher at Eden Park has a folder already created to save shared 

documents in. 
 
�x��Click on the folder with your name on it and it will appear in the Save in: 

window.  
 
�x��Name the document and click Save. 
 
 

To Open A File Saved In the Home or Shared Directory 
 

�x��Open Microsoft Word 
 
�x��Click on the yellow file folder to the left on the task bar 

�x��You will see the Open window. Choose the directory you wish to open in 
the Look in: window. Select Open. 

 

�x��Choose the document you wish to open and click on it. 

This opens a document. 

Look in: 

Open 
Choose a directory 
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