Creating folders on the S: drive

The instructions are the same for UDT  XP and NT.

Open Internet Explorer or FireFox Mozilla.

From the NPS Home Page 
http://www.norman.k12.ok.us/
Click on the ID card  [image: image1.png]



Sign in with UDT login and Password
Select <Share Space Manager>

You will be asked to name the share. Do not use your username.

Click <Create Share>.
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To assign whom you will share with. Click <work with shares>

 This Screen appears:

Read: Person can only look but cannot make changes

Read and Write: Person can look and make changes.

Type user ID(s) in the white space.


If including all staff at a site can quickly add all by typing site # here.

Once a share has been created can easily copy users to new shares by typing share # here.

Be sure to click grant access when done.

You do not have to share a folder with anyone. Then the space becomes yours alone. 

Open “My Computer”

Open the S drive
root on ‘DFS Server (dfs)’ (S:)
Open “Share”

You should see your folder plus any other you have access to.
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