
Snap Assist 
Work Faster! Snap Assist is an easy way to see two windows at the same time.


1. Drag the Title bar to one middle edge of the screen. When you see a square, let go of 
your button.


2. Click the window you want to take up the other half of the screen.

3. Both windows are side by side!
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Making new files 
To make a new Word Documents, PowerPoint Presentations and Excel Worksheets"


1. Open File Explorer __________

2. Press “Public” under quick access ____________

3. Double-click on the folder “_Computer” and then double-click your grade number

4. Right Click on the white background

5. Click New

6. Click the kind of file you are making, e.g. Microsoft Word Document ____________
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Saving Files For The First Time

1. Press File, “Save as”
2. Press “This PC”
3. In the new window, Press Public
4. Double click the folder named for student’s grade (e.g. 1st, 2nd, etc.)
5. The the name for the file (e.g. subject, date and student’s name “science-feb-joe-mcguy”)
6. Press “Save”
7. Tell students to press the “Save” button often and before they leave their computers

Things to note:
File names must use only A-Z, 0-9, the characters  - _ and spaces.

Some students will be asked to enter a username and password. They can enter the same 
username and password they always use (e.g. gwashington / oaks1617).
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Problems with Step 3?
- If you do not see “Public” scroll to the very top of the left side of the save window, and click 
on the word “Quick Access,” and “Public” should appear on the right. Double Click it.

- If you still do not see Public, then you need to locate it the longer way:

Click “Network” click “TOSCHOOL-DC01” and click “Public.” You may need to wait a 
few minutes for “TOSCHOOL-DC01” to appear.

If there is no “Public” folder in Quick Access at all:

1. In the file name area, type exactly:  \\TOSCHOOL-DC01\Public
2. Double click on the folder where the file will be saved.
3. Continue to step 5.



Opening Files To Continue Work

1. Double click on the “Public Folder” icon on the desktop
2. Double click the grade folder
3. Find the file and double click on its icon

Tips

Double click on the file’s icon, not the name.

Some computers want a username and a password to open the network folder. This is the 
same password they use to log in. HOWEVER, sometimes the computer wants to do an 
update and asks for a username and a password. Close these windows, they can be safely 
ignored.

If a computer doesn’t have the public folder, try the following to locate it:

1. Press 
2. Type exactly: 

\\TOSCHOOL-DC01\
3. Right click “public” and pick “Create shortcut”
4. Click “Yes” to the next window so it puts the Public folder back on the desktop.
5. Return to the desktop to use the Public folder



Opening Files In The Classroom

1. Click File Explorer (Or press � )
2. Press Network on the left
3. Double click “TOSCHOOL-DC01”
4. Double click “Public” and the folder for the grade level
5. Find the file and double click on it to open it

Public Folder Hidden?

If you cannot locate the Public folder: 

1. Press 
2. Type exactly: 

 
\\TOSCHOOL-DC01\public  

3. Click OK and continue from step 4.


