Accessing Files on Another Server

It is possible to access files located on a server that you are not currently logged in to. 

I am going to illustrate this process using the following scenario:  I am currently logged in to the Admin server.  I want to access files that are stored in my home directory on the Evergreen server.  The file location is Evergreen:Sys\Home\Teachers\Dlafave\Memos.  The document name is Admin Novell Install. 

Keep in mind:  This will work when you are logged in to ANY server – trying to access documents on ANY OTHER server.  

1.
I am currently logged in to the Admin server.  I have access to all mapped drives for the Admin server and some 


mapped drives for the SRH server.  This is my normal setup.   When I double-click the My Computer icon located on the 


desktop, this is what shows up as being available from my current computer setup.  The information that will be listed 


under your My Computer setup will vary from the picture below. 
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2.  I  need to access the Admin Novell Install document that is stored in my home directory on the Evergreen server. 


I am not logged in to the Evergreen server.  In order to access my document, I will need to perform the following steps.

[image: image2.png]Hetwark
Neighbohood.




3.  Double-click the Network Neighborhood icon on the desktop.
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4.  A window similar to the following will be displayed:


Your screen may have more or less


information than what is listed here.


It does not make any difference.


This is just a listing of connections


that have been made on the LAN/WAN’s


from your computer.


It will not affect the following 


instructions at all.    
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5.  Double-click the Entire Network line.

6.  The following window will be displayed:
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Double-click the 


NetWare Services line.

7.  The following window will be displayed:
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Double-click the 


NetWare Servers line.
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8.  The following window will be displayed:

9.  Double-click the server that you need access to:

	Building
	File Server Name

	Admin
	Dce-mail

	Easton
	Easton

	Evergreen
	Evergreen

	Hatley
	Hatley

	Junior High
	Jhfs001

	Riverside
	Riverside

	Rothschild
	Rothschild

	Schofield
	Schofield

	Senior High
	Hs_fs001

	Weston
	Weston
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10.  This will display a window similar to the following:



Keep in mind that each server will have 



slightly different information listed



in this window.


Double-click the SYS folder.

11.  This will display a window similar to the following:
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Double-click the Home directory

[image: image10.png]& Home [_[O]x]
Fie Edt View Hep

B &

{LiehEes

Studerts  Teachers

4 cbiectfs) Obytes



12.  This will display a window similar to the following:



Double-click the Teachers directory



(The majority of staff and teacher home



directories are located in the Teachers



directory.  If your file location is different,



you will have to select the proper location.)

13.  A window similar to the following will be displayed:
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There may be more or less


information displayed in 


this window depending on


your level of access to 


this directory.  However,


you will not be able to 


access directories that you


do not have access rights 


to.  



I will now double-click the Dlafave directory.  



You will have to select the proper directory location for your files.  
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14.  A window similar to the following will be displayed:



This window will display all of the directories and files



that are stored at the “root” of your home directory.



The information that will be displayed in your home



directory will be different than the information that



is shown in this picture.
15.  At this point, I would double-click the Memos directory.  The following window will be displayed:
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The file that I need access to is listed in this window.



Admin Novell Install is the document that I need.

16.  At this point, I have three options to choose from.



Remote



I could choose to work with this file while it still resides on the Evergreen server.  Keep in mind that working with files



over the WAN may produce slower response times than working with documents on the local hard drive or server.  It is 



entirely possible to work with documents in this manner, it may just require a little more patience on your part.



In order to work in this manner, simply double-click on the file.  It should launch the document in the proper



application.



Copy to Local Hard Drive or Server



If I choose to copy the file to a local hard drive or server location, I can simply right-click on the file and drag



to the desired location.  When I release the mouse button, a drop-down menu will appear.  From this menu, I 



click on “COPY”.  The computer will copy the entire document to the new location.



Keep in mind, that there are now TWO copies of this document (one on Evergreen server and one on my 



hard drive).  If I make changes to the document on my hard drive – the document that is stored on the Evergreen



Server WILL NOT BE CHANGED!



Move Document to Local Hard Drive or Server



If I choose to move the original document to a local hard drive or server location, I can simply right-click on the



file and drag to the desired location.  When I release the mouse button, a drop-down menu will appear.  From this



menu, I click on “MOVE”.  The computer will move the entire document to the new location.



Keep in mind, I now have only the ONE original document that I will be working with.  After I have completed



my work, I can move the document back to its original location, or keep it stored on my local hard drive or



server location.

16.  At any point during this process, the previous window screens can be closed by clicking on the “X” located in



the upper right-hand corner.
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