How to save a document to the shared drive where I can grade it:
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Click on ‘File’
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Then on ‘Save As’:
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Then on ‘Browse;
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This will open this dialog box. Pull this bar right down until you see the ‘Shared’ drive. Click on it.
                                                                                                  You will then see the ‘student’ folder. Click on that.                                                                                            that.
Scroll down to the ‘Pereira’ folder, or the ‘Miller Dropbox’ folder, depending on your teacher..

                                                                                                                      Double-click on that folder.
You will see your class folder in there. Click on that to find the period folder. 

Open that to find the assignment folder where you will save your work.
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Save it using the assignment name followed by your name:

Assignment1lpereira

