Connecting to Shared Drives using My Network Places

Use this guide to connect to RMStaff and RMSharedDocuments 
Tested using Windows XP and Windows 7
For Windows 7 instructions see page 5

Windows XP
Step One – Open My Network Places via the Start Menu
[image: ]
You should see the window below
[image: ]
Click – Add a network place
You should see the wizard below 
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Click NEXT
[image: ]
Click NEXT
You will now be asked ‘What is the address of this network place’
To access the RMStaff Drive, type - https://folders.northwoodcollege.co.uk/easylink/rf/st/   
To access the RMSharedDocuments drive, type https://folders.northwoodcollege.co.uk/easylink/rf/sd/   
Click NEXT and you will be asked to enter your username and password (these are the same as your school username and password).  It is ok to tick ‘remember my password’
[image: ]
Next,  give your connection a meaningful name
[image: ]

You should see this final screen (as below)
[image: ]
Recap  
Use ‘My Network Places’ from the start menu
The links used are:
· https://folders.northwoodcollege.co.uk/easylink/rf/st/  (staff folders)
· https://folders.northwoodcollege.co.uk/easylink/rf/sd/  (student shared documents)
 Enter your username and password
Trouble shooting
This method does lead to occasional problems and there may be times when you will receive the error message that you cannot connect to a network place.
Under circumstances like this,  it is best to delete the network place you’d previously created and then follow the steps again to remake it.  This solves most problems.

If you are asked for your username and password,   it can some times also help to give your username in the format given next:
Username:  northwood\convau
Password – type your normal password

[bookmark: windows7]Windows 7

 (
Right-click on Computer, and click "Add a network location"
)Click "Start" - [image: ] then click Computer. [image: ] You're now in 'My Computer/Explorer'.
[image: ]

You should now see the following Wizard:
[image: ]
Click NEXT and your window will change as shown below.
[image: ]
Click on [image: ]  and then click NEXT
[image: ]
In the window above you want to type the name of the remote network location. The links used are:
· https://folders.northwoodcollege.co.uk/easylink/rf/st/  (staff folders)
· https://folders.northwoodcollege.co.uk/easylink/rf/sd/  (Shared documents – accessible to students)


Once you’ve typed the address, it will look like this.  You can click NEXT.
[image: ]
Now follow the  remaining steps of the Wizard to complete the process.

Trouble shooting
This method does lead to occasional problems and there may be times when you will receive the error message that you cannot connect to a network place.
Under circumstances like this,  it is best to delete the network place you’d previously created and then follow the steps again to remake it.  This solves most problems.

If you are asked for your username and password,   it can some times also help to give your username in the format given next:
Username:  northwood\convau
Password – type your normal password
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