
Step 1:  Click on START and click 
on My Documents to open the My 
Documents folder..  

Step 2: Locate 
the Shared Files 
folder in the My 
Documents 
folder and dou-
ble click on it 
to open it.  

Before you begin:  You will use 
Smart Sync to send  the file to 
the students. They must be con-
nected to Smart Sync before you 
begin. There will be an individual 



Step 4:  Inside the 
folder, you should find 
the file that was sent 
thru SmartSync. In this 
example, the file is 
called Student Fourth. 

Step 5:  In a blank 
area on the desk-
top, right click and 

Now, the file should 
be on the desktop. 
Have your students 
run the file double 

Step 3: Inside the 
Shared Files folder 
will be a folder with 
the current date on 
it. Locate it and dou-


