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Locating Files

1. Right click the start button and select Explore.

2. Maximize windows explorer so that the window fills your screen.

3. Scroll and locate the W: Share drive.(Teachers’ Share Drive)

4. Double click your folder and then double click the photos folder.

5. Your student photos will appear with numbers. (ex:206.jpg)

Rename the Image Files

1. Right click on one of the images.

2. Select rename from the pop up menu by left clicking.

3. Rename the image with the child’s first name.

4. Be sure to leave the .jpg extension.

Copy Files to Student Share Drive

1. Locate your folder in the student share drive, L:

2. Create a photos folder inside your folder.

3. Scroll and locate your photos folder in the W: drive.

4. Double click so that the files are in the right window.

5. Click the first student image.  Hold down shift and select the last image in the list.

6. Release and scroll up to the L drive folder.

7. Now right click on the highlighted list.

8. Drag the list and drop it into your L: photo folder.

9. Left click to say copy here.

10. Double click the folder in the L drive to be sure the images were copied.

11. They are now ready for you students to insert in their documents.

Inserting in Documents

1. With an Office application open, go to Insert on the menu bar and select Picture.

2. Go to the drive that contains the picture.  Locate the image and click insert.

3. To move the image in the document you must format it.

4. Right click on the image and select Format Image.

5. Select the layout tab and choose the square or tight option and click ok.

6. Now the image can be moved in the document.
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