End of Year Computer Cleanup

1.  Grades

a. Print Assignment Grade Report for the last cycle of this semester
i. Grades > Reports > Assignment Grades

b. Turn in printed Assignment Grade Reports for all cycles in both semesters on Friday during Check-Out
2. Clean out Temporary Files

a. Open Internet  Explorer

b. Click on Tools in Menu Bar at top of Window

c. Click on Delete Browsing History

3. Clean out Email

a. Delete all unnecessary emails from Inbox and other folders in Outlook or Webmail

b. Delete all Sent Items

i. Click on Sent Items on the left side of Outlook window > Highlight all items on right window (Press Ctrl and A keys) > Right Click > Click on Delete
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c. Delete all of the Deleted Items

i. Click on Deleted Items on left side > Select all items in right Outlook window (Press CTRL and A keys) > Right Click > Click on Delete
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4. Delete all unneeded files on Desktop, My Documents, and your G Drive 

5. Save files you want to keep that are on your G drive and computer to a CD, or a flash drive

6. Make sure there are no personal pictures on your G drive, only on the computer hard drive,(My Documents, the desktop, CD or flash drive)

7. Email Techsupport@dimmittisd.net with any technology issues you need addressed
