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This is the Main Work Area when you log on 
to the computer. You will find shortcuts to 
programs here. The computer technician at 
your location installs the programs needed 
to accomplish your individual job functions.  

NOTE: Individual files stored to the desktop 
are only stored on the computer you saved 
them to.  

 
Meaning, if you saved a file to your desktop 

and then went to a lab computer, you 
wouldn’t have access to that file. Be sure to 

save files in your H: drive if you want to 
access it wherever you go. 

The default toolbar will have a Start Menu 

button that looks like this            . But 

depending on if you’ve changed your 

settings, you may have a Start Menu button 

that looks like this         or something else.  

These are shortcuts to your desktop. If you 

have a lot of windows open on your 

computer and want to get to your desktop, 

click on either this           or this     and all of 

your windows will minimize.   



Network Applications 
 
Select the Network Applications icon, located on your desktop, to access special software 
programs unique to your specific job in Columbia Public Schools. For example, you may find 
eSchool-Admin, District Share, or BPLUS Employee Online in your Network Applications folder.  
 
 
 

 
 
 
 
 
 
  



My Computer 
 
My Computer, accessible through the Computer icon located on your desktop, is a system 
folder that allows you to view the contents of your computer drives, as well as manage your 
computer files. Storage space is limited by Columbia Public Schools. The Help Desk can tell you 
the limits set for your “Home” and “Share” drives.  
 
 

 
 
 
 
 
 

                

Share Drive is where documents 
containing information to your location 

is saved and anyone needing the 
information can find it and work with it. 

Example: Teachers share drive or a 
Departmental share drive.  

H: Drive is your Home 
Directory and will 
usually show your 
name next to it.  

OS C: is the Hard 
Drive installed on 

the computer.  

These are removable storage devices on your 
computer, such as a flash drive. This 

information will vary by machine. If you save 
files to these devices they are portable to use 

on other computers. Large files that use up 
your storage space would be better kept on a 

removable device. Saving files, such as pictures, 
to your H: Drive will use up storage space.  

 



Start Menu 
 
This menu provides quick access to programs, folders, and system settings. It is located at the 
bottom-left of the desktop. Depending on your settings, you may see a “Start” button            or 
a Windows logo         .  
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When you click on the Start menu, 
you will see two columns. The  
left column displays your most 

commonly used programs and a 
submenu titled “All Programs.” 

There is also a search box, which 
can help you find any file or 
program on your computer. 

The submenu “All 
Programs” displays 
programs available 
on your computer. 

The right column 
contains links to 

other system 
settings and folders.  

The “Log off” button can 
be used to log off the 

machine. Or by hitting the 
arrow you can choose to 

switch user, lock the 
computer, restart, sleep, 
or shut down completely.   


