1)   Storing files on the H: drive **this drive is accessible to FULL TIME faculty only**
a. Once logged into the PC under your username login under the “LSCS” domain, you may save files to the (H:) as seen below.

i.  When saving a document click on the Office button, and select “Save As”.           
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ii. Go to the drop down arrow at “Save in” and select your named  (H:) drive
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iii. Double click on the drive with your user name “(H:)” drive then you may name your document and save.[image: image3.png]sarens e ——— N .1

Savein: |2 roetbank on d-mvmshOL bcs prvlusers2 (H) c ©@-@ X LiE-
Trusted  [buiding schematics:

O empates (3¢ Favertos
My Recent |5 helpfl information

[ B =

@ vesieon
o

Documents

w
2 puser

-
e

Fiename:  [Boct.docx

Save 3syPe:  [iord Document (* docs)

Ll

Yoo

=





b. Retrieving Files.

i. double clicking “My Computer”                                                                                 [image: image4.png]



Once you have double clicked on my computer you can then double Click on the drive with your user name “(H:)” and look for the document that you have.[image: image5.png]omp ~=loix|
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