Seton students can begin a computer project at school, work on it at home, and then work on it again at school by storing the files on Edline. This is a very safe, convenient, and acceptable procedure. It is also the only way allowed to move files back and forth between school and home. 

Here is the procedure:

How to Store a Project on Edline At School:

1.) Save the file to your ‘H’ drive.

2.) Go to www.edline.net and sign into your account.

3.) In the upper right hand corner is a gray box titled ‘Contents’.  Click on ‘Student Folder’ under ‘Contents’.

4.) Click ‘Add to Folder’.

5.) Select the ‘Document’ button and click ‘Continue’.

6.) Type a title for a ‘Folder’ that you will create (This will be the Edline name of the folder where your work will be stored).

7.) Scroll down until you see the buttons ‘Browse…’ and ‘Import’.

8.) Click ‘Browse…’. Find the file you want to work with on your ‘H’ drive, and select it.

9.) After you have selected the file you wish to save on Edline, scroll down until you see the words ‘Change Visibility’ and click it.

10.) Click ‘Private’ if you do not want others to be able to see the file – this is recommended. If you want others to see it, click ‘Limited’ or ‘Public’.

11.) If you clicked ‘Private’, enter your Edline log-in name in the ‘Screen Name’ box, and click ‘Update’. Your file will not be able to be viewed by others.

12.) Click update again and you are done.

How to Open a File Saved on Edline

1.) Go to www.edline.net and sign into your account.

2.)  In the upper right hand corner is a gray box titled ‘Contents’ click on ‘Student Folder’ under ‘Contents’.

3.) Click on the document you wish to use.

4.) If you want to change the document you have selected right click on it and select “Save Target As.”

5.) Then for example if you where saving a MS Word document you would go to ‘Word’ and open the file you have just saved.

To Save to Edline From Home

13.) Save the file you’ve worked on to a drive on your computer. 

14.) Go to www.edline.net and sign into your account.

15.) In the upper right hand corner is a gray box titled ‘Contents’.  Click on ‘Student Folder’ under ‘Contents’.

16.) Click ‘Add to Folder’

17.) Select the ‘Document’ button and click ‘Continue’.

18.) Type a title for a ‘Folder’ that you will create (this is where your work will be stored).

19.) Scroll down until you see the buttons ‘Browse…’ and ‘Import’

20.) Click ‘Browse…’. Find the file you want to send back to school on your computer, and select it.

21.) After you have selected the file you wish to save on Edline, scroll down until you see the words ‘Change Visibility’ and click it.

22.) Click ‘Private’ if you do not want others to be able to see the file. If it is okay for others to see it, click ‘Limited’ or ‘Public’.

23.) If you clicked ‘Private’, enter your Edline log-in name in the ‘Screen Name’ box, and click ‘Update’. Your file will not be able to be viewed by others.

24.) Click ‘Update’ again and you are done.

How to Retrieve a File From Edine at School Which You Have Worked on at Home

6.) Go to www.edline.net and sign into your account.

7.)  In the upper right hand corner is a gray box titled ‘Contents’. Click on ‘Student Folder’ under ‘Contents’.

8.) Click on the document you wish to use.

9.) Work with your file. Save it to your folder on the school server ‘H’ Drive. If you want to send it home again, also save it to Edline by repeating the above steps.

This procedure has been researched and documented by Alex M., Seton Class of 2005.

