 HOW TO ACCESS NETWORK DRIVES
If your computer has been set up by OIT, your network drives should be accessible as

· folders on your desktop, or by
· selecting “Start” and “Computer” on a PC, or by 
· going to “Finder” and “Shared” on a Mac.
Network Drives
There are two types of network drives in Arts and Sciences: Share and Home.

Share drive or “S: drive” is: \\asfs.asnet.ua-net.ua.edu\share\new college
As the name implies, this folder is shared by the other members of your department (faculty and staff). Some folders may have restricted access, but most folders will be accessible by anyone who has access to this drive.

Home drive or H: drive: \\asfs.asnet.ua-net.ua.edu\users\home\[username]

This is your individually accessible network drive. Only you can access to its contents.
Share and Home network drives are both backed-up in real time on the UA server and a server in Atlanta.
Windows Instructions
How to access the department Share drive:

1. On the bottom left of your screen, click on “Start”.
2. Select “Computer” (or “My Computer” if your machine runs XP).
3. Select “Tools” at the top of the new window, and select “Map Network Drive”.

NOTE: if your machine was already set-up with a link to the Share drive, you will not be able to follow these instructions. Instead, you should open that link and skip to step 5 below. 

4. Enter the following information:

1. Drive: S

2. Folder: \\asfs.asnet.ua-net.ua.edu\share

3. Check box for “reconnect at login” 

4. Finish

5. Double click on your department share folder.

6. Select the appropriate folder you want to access.

NOTE: any changes made to Share drive documents change them for ALL users. If you need to modify a document for personal use, save an alternate version of the document before making any changes.

How to access your individual access "H:" Drive:

1. On the bottom left of your screen, click on “Start”

2. Select “Computer” (or “My Computer” if your machine runs XP).

3. Select “Tools” at the top of the new window, and select “Map Network Drive”.

NOTE: if your machine was already set-up with a link to the H: drive, you will not be able to follow these instructions. Instead, you should open that link and skip to step 5 below. 
4. Enter the following information:

a. Drive: H

b. Folder: \\asfs.asnet.ua-net.ua.edu\users\home
c. Check box for “reconnect at login” 

d. Finish

5. Double click on the folder with your username.

6. Select the appropriate folder you want to access. (If this your first time accessing this folder, it will be empty.)

How to add a shortcut to a network drive on your desktop: 

1. Place your cursor on top of your department share folder or home (username) folder 

2. Press the right click button of the mouse one time. 

3. Select “Send To”.   

4. Click on “Desktop (Create Shortcut)”

Mac Instructions:
How to access the departmental Share Drive:

1. Double-click on Finder icon at bottom of home screen.

2. Look for network folders under heading “Shared” on left hand bar.

3. Click the address: smb://asfs.asnet.ua-net.ua.edu.
4. Double-click “Share” and then select your department folder.
-OR-

1. Open Finder and then press Command and “K” simultaneously.

2. In the Server Address bar, type: smb://asfs.asnet.ua-net.ua.edu/share 
3. Click "Connect."

4. It may then ask you to log in. If so, log in using your A&S or myBama username and password to access the share folder.

5. After typing your username and password, click "Connect."

6. Select your department folder to access shared files.

How to access your individual access "H:" Drive:

1. Select Finder icon at bottom of home screen.

2. Network folders should be located under “Shared” in the vertical bar on left-hand side of the screen (look for smb://asfs.asnet.ua-net.ua.edu)
3. Select “Users” then select “Home” then select the folder with your username.
-OR-

1. Open Finder and then press Command and “K” simultaneously.

2. In the Server Address bar, type: smb://asfs.asnet.ua-net.ua.edu/users/home
3. Click "Connect."

4. It may then ask you to log in. If so, log in using your A&S or myBama username and password.

5. After typing your username and password, click "Connect."

6. Select your username folder to access your personal files.

How to create a link to a network folder on the desktop:

1. Hold down Command and Option buttons at the same time while dragging the folder for which you want to create a shortcut from the window to your desktop.
2. When the folder appears on your desktop, it should have a black arrow at the bottom left corner.
3. Release mouse and keyboard commands at the same time. 
How to create a link to a network folder in your dock:

1. Click and drag the folder you want do the dock area next to the “Trash” icon.

