S3 Profile 2019 – Instructions

· Open the template from: RMShared Documents – S3 Profile 2019

· Save a copy in your My Documents using the filename: “your name” – class – S3 Profile    e.g. Sam Kelly – 3E – S3 Profile

· Use your hand-written notes to complete all sections. Save it regularly.

· If you are not adding anything to a section (e.g. because you haven’t taken that subject) then delete that section – don’t leave empty gaps.

· [bookmark: _GoBack]Check spelling, grammar, punctuation and overall presentation – it should be a professional looking document of a high standard.

· When you have finished, save a final copy in two places:
· Your My Documents
· The appropriate folder in the RMShared Documents – S3 Profile 2019 area e.g. 3T1 (Profiles will be printed out from this area)
