Learning to Use Microsoft Word 2003
GUIDELINES FOR TURNING IN HOMEWORK ASSIGNMENTS

1. You must turn in your assignments in a folder with a full pocket. Please print your name, course, and section number on the upper right hand corner of the outside of the folder.

2. Please staple all your printouts together in the upper left hand corner.

3. If the folder has central binding do not insert the sheets inside it. Just staple them together and slip them in the pocket along with your disk.

4. Write your name in the upper right hand corner of just the first printout.

5. You must save your files using the exact name given on the assignment sheet.
Also be sure that all the files for the assignment are on the disk you turn in.
You cannot receive credit for work unless the files are on your disk.

6. Your printouts must be turned in in the exact order listed on the assignment sheet.

7. If you use your own printer, you are responsible for making sure that your printouts are legible, or they cannot be accepted.

8. Turn in only the current homework assignment. Do not turn in previous assignments after they have been returned to you. Also please do not have any other papers in your folder.

9. Be sure all of your disks are labeled as follows:

	Disk #1
	Disk #2
	Disk #3

	
Your Name


Course#


Original


	
Your Name


Course#

Backup #1


	Your Name

Course #
Backup #2




10. If you choose to use a USB, you only need two storage devices, your USB and 1 floppy Use your floppy to submit with your homework. Do not use your disks for this course for anything else.
Do not save files for other courses on these disks.
11. Always turn in one of your backup disks.
Hold on to your original to continue doing work on it.

12. Your disks should always have on them all the files you have created up to that point. Always use Copy Disk to make a complete backup of your original disk.
Do not try to copy files individually from your original to your backup.
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