SAVING GRAPHICS/SOUNDS FROM THE INTERNET

Before you collect graphic or sound files, you should make a folder in which to keep them.

To Make A Folder: 

· From your desktop screen, double click to open My Computer. 

· Double click the drive on which you want to make a folder. (usually C:)

(If you're making a folder inside another folder on that drive (such as My Documents), keep opening folders until you get to the place where you want to put the new folder.)

· Now, click File on the top menu bar, then New, then Folder.

· Name your folder – ex. Graphics.  (right click on a folder if you ever wish to rename)

· Notice that New Folders may appear at the bottom of your files the first time, but later they will usually appear in alphabetical order.

· You will now have a folder in which to save any graphics/images you find on the web.

To Save Images/Sounds from Internet Web Sites:

· Find an Internet web site that has free graphics, images, or sounds.  Possible suggestions can be found here:

http://www.lexington1.net/technology/techresource/tis/teacher.htm
· Next, look for a graphic/sound that you would like to save.

· Position your pointer over the picture or the name of the sound.

· Click the right mouse button.

· In the pop-up menu,


For a picture, choose “Save image as”


For a sound, choose “Save link as”

· The Save dialog box will appear.

· In the “Save In” line in the dialog box, select the drive and folder in which you want to save.  This should be the same drive that has the folder you made for keeping graphics/sounds.  Ex. – C:/My Documents/Graphics

· In the “File Name” line, type the name for the image or sound.  It is best to use lower case letters and very short file names with no spaces.

· Click the “Save” button.

Remember that you should give credit to the web sites you use to obtain your graphics even if they are free!  It is a good idea to write down the name of the sites you use and acknowledge them on your web pages, newsletters, etc.

Using Your Graphics (or Photos) on Your Learning Village Web Page:
· Open the “editing version” of your Learning Village Web Page.

· Click Modify File Repository at the top of the page.

· When the File Repository window opens, scroll down and click the “Browse” button.

· A File Upload window will open. In the “Look in” box, click the drop arrow and choose the appropriate drive and then open your graphics folder. Next, at the bottom of this window in the “Files of type” box, click the drop arrow and choose to show “All Files”.  Now click on the graphic you want to put in your file repository, and finally click Open.

· You can repeat this process a maximum of 5 times.  When done, click Save at the bottom of the page.

· Your graphics will now be in your file repository and you can use them on your Learning Village Page.
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