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Utilizing Network Drives

Your organization may use network drives on workstations. These drives serve anumber of purposes,
including file organization, sharing, and backup.

1. Toviewthe networkdrivesyou have available foruse, open “My Computer,” “Computer,” or “This PC,”
depending on which version of Windows you are using. You will see a section titled “Network
Locations.” The drives there are all network drives, indicated by their special icon. The drives and letters
available will vary by organization and person. In the example below, network drives available are the
Common drive with letterL, Accreditation with letter U, and a home directory, letter H. Username and
serverdetails are blurred for privacy.
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2. Atypical network drive setup will contain various security permissions. Inthe above example, the entire
organization can access filesin the L (common) drive, select people can access filesin the U
(accreditation) drive, and only the logged in user can access their own H drive. Therefore, the Hdrive is
the ideal location for personalfiles, such as documents that nobody else needs to access.
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3. Tosave a file on a network drive, you can drag and drop the file into the drive (orsubfolders as needed)
or save directly there with the Save As dialog (note the drive is highlighted on the leftside in below

image).
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4. Additional considerations with network drives:

a. Anyfiles savedin a networkdrive are backed up, as theyreside on a server. Files saved on your
Cdrive, otherlocal drives, desktop, etc, are likely NOT backed up, and any files saved there
could be lost foreverin eventof a computerfailure.

b. Usedspace shownonnetworkdrives (see firstimage) represent the totalfree space onthe
server, and do notreflect your personalstorage allocation.

c. Ifyou are workingin a remote office orover VPN, accessingfiles in a network drive may be slow,
as the files have to be transferred overthe internet.

d. Networkadministrators do have the ability to access files saved in user network drive. Do not
store non-workrelated or otherforbidden files on any business equipment.

Reach out to SmartPath Technologies if you experience any issues.



