FILE STORAGE

All pictures:  Y DRIVE- STUDENTS- YEARBOOK- FILE FOLDERS

Your pictures:  Y- STUDENTS- YEARBOOK- STAFF- NAME

· When you find a picture you want to use:  Highlight the picture, on the left hand side hit cut this file, select y-students-yearbook-staff-your name hit paste.  This puts the picture into your file.  Now you can go into Photoshop, open the picture; change it however you want to, and save it in your file (**make sure you save it as a jpeg file!!!).  Make sure you move (by cutting and pasting) pictures you are using into your file- this makes sure that no one else has access to that picture and it won’t be used more than once in the yearbook.  

· When you want a picture uploaded into Online Design:  After you have photoshopped a picture, saved it in your staff file, and it is ready to be used in the yearbook you will go to y-students-yearbook-staff-your name and select the picture(s) you want to use.  Select cut or copy on the left hand side and cut or copy the picture to y-students-yearbook-Online Design-your name.  This will tell me that picture is ready to go.  I will upload pictures from these files only.  You can let me know you have pictures there and I will upload them for you.  You are not allowed to upload pictures into Online Design!!  After I have uploaded pictures I will move the pictures to the used file on the y drive if you ever need to find it again.

· Rules:  You may not take any pictures out of anyone else’s staff file folder!!!  You can take out of candids, activities, sports, etc.  If you take pictures with a camera please ask me to put them in your staff file if there are specific pictures you want to use.  

· Neighborly things:  If you have pictures in your staff folder that you are not going to use you can move them into one of the other general folders because someone else might be able to use them.  

