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On the left side of the page, Click “Documents”, then click View Documents.    
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Once you click view documents, scroll down to the bottom of the page on the left hand side and click on the FOLDER Pupil Transportation, not the actual name Pupil Transportation.
[image: image3.png]Windows Internet Explorer

Y https://portal.doe.k12.ga.us/DMDocuments.aspx20id=46049

healE)

Fle Edt View Favortes Tools Hep
@ -

S % [ oomens H

2 stephenmonros

o - @ |5y Page v () Took v o

Acountinformation

AddtoFavarites

Help- Dtickst

Hide Navigation

(%> Administrative.

(> enterprise

(%> Database Administration
(%> project Development
(5 Title 1x

(%> public

(2 essts

(2> eso

> ave/nce

Data Wizard Files
(2> Exceptional Students
(%> Student Health Survey
District Level Users
R, pupil Transportation
& Model Training Units

Umesh's Test

@ Internet ®75% -

Grady Eimore T ViewingMTDoct Microsoft Power.




After you click on the Pupil Transportation folder, a set of sub-folders will appear.  Click on the FOLDER Model Training Units, not the actual name Model Training Units.
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Once the sub-folders appear, click on one of the three FOLDERS  available – Regular, Special Needs, Evaluation-Tests -, not the actual name.
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Click on the  FOLDER of the Training Unit you wish to open.
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On the top right side of the screen , all the documents for that  particular Unit will be displayed.  
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Click on the Middle Icon to the right side of the screen, not either of the two on each side.  
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You will be given a screen that allows you to open the document or save it to a folder on your computer.  **I recommend that you create a Model Training Folder in you ‘My Documents” folder before downloading any units from the portal, then create 31 individual unit folders inside there and title them per the manual.  This will allow you to place the documents directly into your folders directly by unit.  You will download the documents one at a time.
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If you clicked the ‘save’ button, this screen will appear.  You will select the folder in which you want to view.  At this time you can also save the document saved to your folders.  (By having the folders already created, you would just save to those folders).
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If you select to ‘open’ the document, the document will display on the screen.  You can view this, show this, or save it to a folder on your computer.  
IN A NUTSHELL:
1.  Open Portal

2. Go to Documents on left side of page
3. Click View documents

4. Click on FOLDER Pupil Transportation at bottom at page
5. Click on Model Training Units FOLDER
6. Select which folder – Regular, Special Needs, Evaluation/Tests

7. Select Unit FOLDER
8. Save or Open – I suggest you create your folders on your computer in advance to make saving easier.
GaDOE Pupil Transportation Model Training Units


