Click START

Choose MY COMPUTER

Click TOOLS

Select MAP NETWORK DRIVE

Choose LETTER X under the first dropdown button

In the next box, type \\BI-CAMPUS — when finished, your page should look like this:

Map Network Drive |
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Windows can help wou connect to a shared network Folder
and assign a drive letter to the connection so that you can
access the Folder using My Computer,

Specify the drive letter for the connection and the Folder
that wou want to connect ko:

Folder: I'l,'l,bi—campus j Browse. .. I

Example: Viserverishare

¥ Reconnect at logon
Connect using a different user name.

Sign up For online storage or connect to a
netwaork server,

< Bach | Firish | Cancel |

7. CLICK BROWSE — this screen will appear. Click on the + sign and select STUDENT-SHARE :

Select a shared network Folder

& WiSD Metwark
=l @ Entire Metwark
Y Microsoft Terminal Services
B i'_, Microsoft wWindows Metwark
,J',- Sebgroup
#3 Kidzone
#3 Pfolks
#3 workgroup
#3 Wusd
4 hi-campus
#3 Volo_jtd
€9 web Clienk Metwark
My web Sites on MSN

Make Mew Faolder | ok, I Cancel |
v
8. If you've done it right, the screen will look like this:

Select a shared network Folder
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[+

# Workgroup ;I
#7 Wusd

Bl ¢ hi-campus
L7 apps
' BI-Admin Backup
wf METLOGON
' Profiles
' share
' Students
dent-share
Curnmings
= SYSWOL
' teacher-share bl

0K I Cancel |
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Make Mew Folder




9. Click OK
10. You will return to this screen:

Map Metwork Drive =]

Windows can help vou connect ko a shared network Folder
and assign a drive letter to the connection so that vou can
access the Folder using My Computer,

Specify the drive letker For the connection and the Folder
that wou want ko connect to:

Dirivee: IX: j
Falder: I'|,i,bi—campus'l,student—sharfj Browse, .. |

Example: Y\serverishare

v Reconnect at logon
Cannect using a different user name,

Sign up For online storage or connect to &
network server,

= Back I Finish I Cancel |

11. Click FINISH, and this screen will appear:

= student-share on 'hi-campus’ (%:) =10x|
Fle Edi Vew Favortes Tools Help | &
Dot - - (B ‘ ) seach Folders ‘E"

Address [ | e

File and Folder Tasks S // Flmrings]

(£ Make 5 e Foldsr
& Publish this folder to the
Weh

Other Places £

4 28330 on bi-m31-labls
() My Dotuments

Details ¥

12. From here, choose CUMMINGS, and navigate to the folder requested. You cannot make changes to this folder
— all work must be saved to your Home Drive (H:).



