Using Your Server Folder (P Drive)
Part I: Creating a Shortcut to Your Server Folder

1. Click on My Computer in the Start Menu.
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2. Right click on the icon for your Server Folder found under Network Drives. Then
click on Create Shortcut in the pop-up menu.

2 My Computer |:“E”X|
File Edit ‘iew Favorites Tools  Help .zx

\) Back @ z lj? ,D Search || Folders | [EEE]~

v|Go

Address g My Computer

Hard Disk Drives
System Tasks

View system information @ Local Disk (C1)

iy Addor remove programs

[ change asetting
Devices with Removable Storage

Other Places
_ DYDJCD-RW Drive (D:)
!‘3 [y Mebwork Places

ﬁ:) My Documents

G, Contral Panel Network Drives /,
g S Tom o

Details Open s-ple’ (R.2)

Expl
pmickeon on "agsd-do’,DO Hpore
Users' (P:) o Search...
Network Drive hssasif on 'Agsd-sasi-01' (S:) |~ d-www2' W)

: I Scan for Yiruses. ..
File System: NTFS
Free Space: 112 MEB gt Make Available Offline
Total Size: 200 ME i ms_users on 'Bg-ms-fsl' () Synchranize d-do' (Z:)
: o3 WinZip 3

Disconnect

Copy

Paste

| Rename




3. The following message will appear. Click Yes and a shortcut to your P Drive will
be placed on your desktop.
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Part Il: Creating Folders for Saving Files on Your Server Folder (P Drive)
1. Open your Server Folder by double clicking either the shortcut on your desktop
or in My Computer under the Network Drives.

2 My Computer

File Edit “iew Favorites Tools  Help

@ Back, @ @ p Search Hﬁ: Folders v

Address i MMy Computer

Hard Disk Drives

System Tasks »5)

Wiew system information @ Local Disk (C:)

ﬁ Add or remove programs

G Change a setting
Devices with Removable Storage

Other Places
_ DD CD-Ri Drive (D)
g My Mebwark Places

My Documents

@ control Panel Network Drives
= T ' '
- prackeon on 'agsd-do\Di Users

Details (P

My Computer

System Folder = ¥
hssasi$ on 'Agsd-sasi-01' (5:)

e

'ﬂ-_
Z ms_users on 'ABg-ms-Fs1' (¥



2. In your Server Folder, select File, New and then click on Folder.

| = pmckensofi 'agsd-do\DO Users® (P:)

Tools

Help

g shorkcuk

Create Sharkouk

I =

@ Flash ActionScript File
Fename ;
A ﬁ Briefrase
Properties =

Microsoft Word Docurment der
ﬁ Microsoft Office Binder

Microsoft PowerPoint Presentation

aces

i My Computer [l Micrasaft Publisher Publication 9=
IE] Text Document

WavE Audio File
E Microsoft Excel Worksheet d

| :@ WinZip File

Fay

Details : Fa =
’j District Office
pmckeon on 'agsd-do'\DO [

Users” (P:)

[E:" My Dacurnents
!ﬂ Iy Mebwork, P'I|

3. A New Folder will appear. Click the words New Folder to edit the name of the
folder.
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4. Files can be saved directly into this folder from your applications (ie Word docs).
Files can also be saved in your Server Folder by dragging into the folder from
folders on your desktop or in My Documents. (see directions for Saving on the
Server)






