UNIVERSITY OF THE

PACIE

Web Folders

Web Folders provide web-based access to your personal network drive ("U:" for faculty and
staff, "S:" for students) from off-campus. Department shares can also be accessed this way upon
request.

Requirements
Prior to using web folders from another location, you must have
e Microsoft Office (i.e. Word, Excel, Powerpoint) installed on your home computer,
preferably the same version or higher, to edit any of your documents.
o Internet access, preferably DSL or cable.
e A recent version of Internet Explorer, Firefox or other standard browser.

Logging Into Your Web Folder

From off-campus, launch your web browser, and type webfolders.pacific.edu into the address
field.

You will be taken to a login screen, where you should enter the following:
PacificNet ID: your PacificNet ID

Password :  your PacificNet password
Campus: SF (The default is “STK”. Click the dropdown arrow to select “SF”)
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Upon logging in, the following screen appears:
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The main area is divided into two panels —
e Left panel — Windows Explorer-like. It lists the folders and files on your remote drive.
Use this panel to download file(s) from school to your local drive off-campus.

e Right panel — The File Upload panel. Use this panel to upload file(s) from home to “U”
drive.

To download file(s) from school network drive to your local drive

In the left panel, doubleclick the blue “Get” link next to the file to be downloaded:

=] sarah flvcomp. swf Get View 3B 1/29/2007
] Docl.doc View 3BKE 11292007
pvePlvBERAS ppt Get View 1KB 12972007
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The File Download dialog window appears. Press “Save” to save the file to the off-campus
drive. If you just want to view the file, press “Open”.

File Download X
Do you want to open or save this file?

Mame: Docl,doc
Type: Microsoft Word Document, 33.5KE

From: pacwebd, skl pacific. edu

[ Sesr ][ Save ] |  Cancel |

|--' While filez fram the Intermet can be uzeful, some files can potentially
@J harm your computer. |f vou do nat st the source, do not open or
zave thiz file. \What's the nsk?

Important: If you make edits to a downloaded document that you wish to save, you must then
upload it back to the school’s network. (see below)

To upload file(s) from your local drive to the school network drive:

In the File Upload panel, click Browse:

| File Upload |
| ” Browse. .. | | || Browse .. |
| ” Browse. .. | | || Browse .. |
| ” Browse. .. | | || Browse .. |
| ” Browse. .. | | || Browse .. |

Upload Show the progress bar
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The Choose File dialog window appears. Navigate to the file to be uploaded; selected it, then
click Open.

Choose file
Look in: | <es Local Disk (C:) | £k B~
ICyarticulate Chtest 2] pucPlyBkaS
[Cibcbbo0ess0c1dfdbe 122a0fbd1 ([0 WINCAGE [£] rEPORT
IChcontribute CwWINDOWS @ sarah_w_skin_,
ICHDELL [ChywUTemp i winzip30
Documents |~ neyrs EMaps10trial W6 1CE,UWL
= -
L =) Documents and Settings B WTE10Z. LWL
[CJIDRIVERS &|DxQ13 WTE1UK, LWL
=, [yencoded H|DXQ15 WTE1US. UWL
ool =) fmsClass &|DxQz23
. 1386 H|DxQ2s
G (C=)My Downloads H|DXQB15
L"/ IChNovell [Z] license
My Documents IChpatch |':=:| licform
Iﬁpnwermnuert&r E:] LogiSetup
: — |-ZiProgram Files %jpptFlash
@ <_ . — | l:
My Compiter  File name: |DENTIST | Open
47  Fiesof type: | A Files (=) | Cancel

The name of the selected file will appear in the first field on the File Upload window. If you wish
to upload more files (up to eight at one time) go to the next field and repeat the process. Once
you selected all the files you wish to upload, press the Upload button.

| File Upload
ADENTIST.TXT D Browse.. | | | Browse.. |
| ” Browse. . | | ” Browse... |
| ” Browse. . | | ” Browse... |
| ” Browse. . | | ” Browse... |

Upload Show the progress bar
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A upload progress bar will appear. If the upload is successful, the name of the uploaded file(s)
will appear at the bottom of the File Upload panel.

| File Upload

| | Browse.. | | | Browse... |
| || Browse... | | ” Browse... |
| || Browse... | | ” Browse... |
| || Browse... | | ” Browse .. |

Upload Show the progress bar
DENTIST.TXT (3 b) up@

If a file with the same name already exists on the school network, choose "OK" to overwrite or
"Cancel" to cancel the upload.

Microsoft Internet Explorer rf|

! ? ) some files are alredy exists, Click 'Qk' to overwrite them or click 'Cancel' and remove them From list!

| [8]4 H[ Cancel ]

Logging Out

©

Press the Power icon on the Web Folder toolbar.
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