Saving Documents to Your Folders
Documents should be saved using a consistent, logical, and clear filename.

Do not use general names like “project 1” or “English.” The filename should
identify the document.

Reflections should be saved using the same filename as the artifact with
addition of the word reflection.
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EXAMPLES OF CONSISTENT FILE NAMES

Earth Science Lab Report
Microsaft Word Docurment
11 KE

English Research Paper
Microsoft Ward Document
11 KE

=

@ = 0ld Testament Essay
Microsoft Ward Document
11 KB

.:;I Spanish 1 Presentation
@ Microsaft PowerPoint Present, ..
13 KE

@ -, English Research Paper -
Reflection

@ s Earth Science Lab Feport -

Reflection
Microsoft Word Document

Microsaft Word Document

@ > old Testament Essay -

Reflection
Microsaft Waord Docurment

@ E Spanish 1 Presentation -

Reflection
Microsaft Waord Docurment

WHERE SHOULD EVERYTHING ELSE BE SAVED?

/J Freshman
/J Junior
/j Service

ALL SERVICE PROJECTS
SHOULD BE SAVED TO THE
“SERVICE FOLDER.”

/J @uidance

YOUR ACTIVITIES LISTS &
RESUME MUST BE SAVED TO
THE “GUIDANCE FOLDER”




