Technical Directions for writing Journal Entries and Ask Cosmo

Journal Procedures: Writing and Printing

· From the Home page, go to The Yard.

· Take virtual tour, viewing pictures and primary sources, and reading text.

· Write journal entries in the text box provided.

· Click Add to Journal after every entry.

· Before leaving The Yard, click Print Journal Before Leaving Yard.

· Write name.

· Click on Submit Name.

· Click on Print Journal.

· Before students print their journals, they may edit journals by making changes in the text box provided, followed by clicking the Add to Journal button.

· Repeat procedures for the Small Kitchen and Dining Room journal entries.

Journal Procedures: Writing and Saving

Students may save their journal entries as a text (*.txt) files. To save:

· Write Journal entries in the text box provided.

· Write journal entries in the text box provided.

· Click Add to Journal after every entry.

· Before leaving The Yard, click Print Journal Before Leaving Yard
· Write name.

· Click on Save Journal.

· In the Save in: box, create or choose folder for saving.

· In the File name box, give journal file name.

· In the Save as type, click on scroll down arrow, and click on Text File (*.txt).

· Click on Save.

Transferring Text File (*.txt) journal entries to Microsoft Word Documents

To transfer Text File (*.txt) journal entries to a Microsoft Word document:

· Open Word.

· Open Text File document, which includes student’s journal.

· In Text File document click on Edit.

· From the Edit menu, click on select all.

· Click on Edit.

· Click on copy.

· Go to Word.

· Click on Edit.

· Click on paste.

· Save Word document.

· Make revisions as desired.

Important! Students must print or save Journals before returning Home. For example, students must print or save journal entries before exiting The Yard. After leaving The Yard, Journal entries will be lost!

Ask Cosmo

· Click on Ask Cosmo.

· Type in Name.

· Type in email address.

· Write question in the text box provided.

· Click Submit button.

· Cosmo will reply to questions within 48 hours. Answers will be sent to the e-mail address provided.

