Click on the windows logo start icon on the lower left hand side of the task bar and select "Computer" 
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Select the "Map network drive" from the task bar for the computer window.  This will open another window. [image: image2.jpg]What nework folder would you ke to mp?
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Select the drive letter you wish to use for this drive/share.  The preferred drive letter is "Q".

In the folder block enter, without the quotes,

"\\168.16.211.197\firstname-lastname"

or

"\\168.16.211.198\firstname-lastname" 

then click on the "FINISH" button.

For example on step C: 

The folder for  John Doe would be configured as "\\168.16.211.197\john-doe" without the quotes. 

leave the box "reconnect at logon" checked. 

Then click "Finished". You will see a window showing you

NOTE: If you are prompted for a username/password you will need to use the username/password that is used to login to the computer.   The login formation should be "GC\<firstname.lastname>".
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After the drive has been connected a windows showing the contents in the network drive will open.
To use the  new drive just double click it.
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At this point you are ready to use the newly mapped drive!
