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I.  To Log-In to Novell network:

1.  Right click on the red letter N in the lower right hand corner of the computer screen…
2.  Scroll to top of the list that pops up

3. Select Novell Log in and a log in screen will pop up

4.  type in your username: (be sure capital letters are used when necessary)

5. type in your 4 digit number code in the second box

6. click OK

7. answer YES to the question box that appears……congratulations! You are now logged in.
II.  To Create a document in MicroSoft WORD 
1.  Go to START in the lower left hand part of the screen and click on it

2. go to PROGRAMS

3. go to Microsoft Office

4.  Go to WORD and click to open

5.  Type your report

III.  To Save a document to the Novelle Network
1.  Go to File in the upper left hand corner of your screen, click on it

2.  Scroll to SAVE AS, click on it

3.  click on the arrow next to the box with “thawspace”

4.  Scroll down to DATA 2 on Janus  
5.  Click on USERS folder

6. Click on  Students folder

7. Click on 7th grade or 8th grade (grade of student)
8. Click on your name which should appear in the box

9.  Click on the SAVE button next to the file name

IV.  To Log OFF the Novell Network

1.  Right click on the red letter N in the lower right hand corner of the computer screen…

2.  Scroll to top of the list that pops up

3. Select Novell Log in and a log in screen will pop up

4.  Type    lcstudent     into the top box
5.  Click  OK  (no password is needed)                                               continued on back………………
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1.  Log Into the computer with your username and password (see Section I)

2.  Click on “My Computer” on the desktop

3.  Locate the drive  DAT A 2 on Janus
4.  Click on the Users folder

5. Click on  Students folder

6. Click on 7th grade or 8th grade (grade of student)
7. Click on your name which should appear in the box

8.. You should see any filed you saved in this area…click on them to open; save when finished.

9.  Log off……..(see Section IV)
       RESEARCH……………………….Log into EBSCO database:

(EBSCO web site information is on Ms. Noonan’s teacher web page)

You can use EBSCO from home or any computer….

http://search.ebscohost.com                       username:  shjh               password:  lib

1.  Click on Student Research Center (3rd link down)
2.  Click on Advanced Search link (above FIND box)

3.  Type your KEYWORDS into the 3 boxes (top box, middle box, bottom box)  See Examples
       Example 1:     Mars Land Rover

                               ​​​​​​​​​​​​​​​​​​​​ NASA
                                                                 Example 2 :    Jupiter                                      
                                                                                          Moons                                  
                                                                                          Constellations
                                                                                                            Example 3:   Science Experiment

                                                                                                                                   Psychology

                                                                                                                                   Color   
4.  Put a check mark in the box that says “full text” in LIMIT YOUR RESULTS section.
5.  Put the years that you want the computer to search in the two  “publication date” boxes

Example:    2006  
                    2011

6.  Put a check mark in any of the boxes that you want the computer to search:

                   Newspapers, magazines, books, encyclopedias, etc.

7.  Click the Search button (if “no results found” change your keywords)
8.  When articles appear…read the titles and open the articles (click on HTML full text link)    if you  

          like it, you can take notes or copy paste parts of it into a word document including title,    

              author,publication date, etc. for your bibliography.
 9.  Follow the steps in the “Save a Document  to the Novell Network section” (Section III).                                                                                           
