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BELMONT CiTY COLLEGE

bold. caring. creative.

Creating “My Documents”
and “Shared” folder shortcuts

(you will require a connection to the school network)

Path to “My Documents” folder:
I! need to replace “user.name” with your user name !!

\\e4005s01sv001.green.schools.internal\fsStudentFolders$\E4005S01-Belmont CC\user.name

Path to the “Shared” folder:
\\e4005s01sv001.green.schools.internal\Shared

W[ s
1. Copy on one of the paths above into
« . [ '\ e40055015v001.green schools.internal fsStudentFoldersS\ E4D03501-Belmont CCY = . .
5 a Windows File Manager and press
e OneDrive oem .
e = 2 Enter. You will then be prompted by a
ZEZZ":Z:Q gy = Lo window like the one on the left.
=1 Pictures Windows Security bes
extra Enter network credentials 2 Enter your user name and password,
= iy ——— you may need to add “green\” in front
Paper_Cut e4005501sv001.green.schools.internal Of your user name
@ OneDrive | green\user.name |
= e | 3. Only tick the box “Remember my
Mo P credentials” if you're on your own
N computer and account.
More choices

= | \\ed0055015v001.green.schools.internal\fsStudentFoldersS\E4003501-Belmont CCy

Home Share View

¢ femanee s i = You can create a shortcut to the
- . Network Drive by dragging the folder
e icon onto the desktop with the mouse.
¥ Downloads
B

If you make a mistake: How to clear network saved credentials

Press the Windows key + R together to open the Run box. Type the following
command and hit Enter:
rundl1l32.exe keymgr.dll, KRShowKeyMgr



v

BeLmoNT CiTy COLLEGE ASSigning a Drive LEtter

bold. caring

to a Network Folder

(you will require a connection to the school network)

[ = | \\e40055015v001 green.schools.internalfsStudentFoldersS\E4005501-Belmont CC\ - O x

v

Home Share View o

T <« E4005501-Belmont CC » w|@ | Search p=l

~

& oneonve You can assign a drive letter to your

. [27] Contacts 128/, 202... 13 ” “ ”
M= My Documents” or “Shared” folder by
right clicking on This PC icon and

 Ebld Collapse
[ Desk ¥ Manage

[Z Doc Pin to Start . File folder H 11 = ”
3 T " Fletolir selecting “Map network drive...
b Mus Opeirh new window File folder
=] Pictt Pin to Quick access File folder
B vid Disconnect network drive... . File folder
ide
2 . File folder
i loc:  Addanetwork location - ) )
- 5017 Configuration sett... 1KB
- iMal Delete
Rename
- iMage
Properties
> ¥ Netws
v
n

items  1item selected =

B = | \4e40055015v001 green.schools.internal\fsStudentFolders$\F4005501-Belmont CC = [m] *
Home Share View o

T << E4005501-Belmont CC » vl Search »
A Name Date madified Type Size

3 Quick access

[E5 Contacts 11/28/201910:02 ... File folder
Deskto| »
= & Il Deskton 11/28/2019 10:) File folder
X
& Map Network Drive

In the “Map Network Drive” window

What network folder would you like to map? you Can aSSign the deSired drive Ietter
Specify the drive |etter for the connection and the folder that you want to connect to: and past/type the ||nk Of the “Shared”
- T drive or your “My Documents” drive

Folder: | StudentFolders$\E4005501-Belmont CC\user.namd V| Browse...

Example: \\server\share and CIiCk FiniSh .

Reconnect at sign-in

[[] Connect using different credentials

Connect to a Web site that you can use to store your documents and pictures.

f you make a mistake: How to remove a mapped network drive letter:
Start -> Run... (or just hold down the Windows key and press "R”)
Type: "regedit”
Navigate to HKEY_ _CURRENT_USER\Network\
There you should see whatever network drives you have mapped, as a list of letters.
Right-click the one you want to change, and select “Delete”.
Close Regedit
Reboot
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