Directions for Mapping a Drive

1. Right-click on Start and select Explore.
2. Click on Tools and select Map Network Drive. (If this is a one-time only access, uncheck the “Reconnect at login” box before proceeding.)
3. In the Drive box, click on the down arrow and select the letter of the drive you want to map, e.g., I.
4. In the Folder box, type the location of the source, preceeded by two back slashes, \\[server name] (e.g., \\acapps03).
5. Click Browse, double-click the server name entered above, and select the desired folder (e.g., Institutional Effectiveness Documents).
6. Click OK. The folder may open, but, either way, should appear on the left column, along with the other drives available on your PC. (If the source appears but you are not allowed to access it, you don’t have the proper permissions. Contact your system administrator for help.)

