Instructions to transfer documents from your local hard drive to the network:
1. Click “Start.”
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2. Click “My Documents.”
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3. All of your documents will open up in a window (see example below).
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4. You will need to select all of your documents and copy them.  Click “Edit.”  Click “Select All.”  Click “Edit.”  Click “Copy.”  You may get a pop up box asking you about hidden files.  Please ignore this window if it pops up.
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5. Now, open up “My Computer” by clicking “Start” and then click “My Computer.”  You may also access “My Computer” by double-clicking the “My Computer” icon on the desktop.

[image: image5.png]Internet
Internet Explorer

E-mail
Migrasoft Offce Outiock.

e
v
W
@

Microsoft Office Word
2003

Manthonz

(g Remote Desktor
A i

B oot

CoffeeCup Free HTML,
Editor

Micrasoft Offce £

1) 25 Totor coneal

Hotepad

2005

Micrasoft Office PawerPaint
2005

5] it it s

TI—

) M Documents

2 My Recent Documents >

) vyt

|_J My Music

Contral Panel

et Program Access and
Defals

Click My
Computer

2

18] trbox - Micr





[image: image6.png]


  My Computer Icon on Desktop

6. When “My Computer” opens up, open the “T Drive” by double-clicking on the icon.  If you do not see your “T Drive” icon, please log off, restart your computer, log back in, and repeat steps 1-6.
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7. Now, you will want to “paste” the documents you copied onto your T Drive.  Click “Edit” and then “Paste.”  Your documents will then be copied to your T Drive.
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8. All of the documents in the “My Documents” folder have been transferred to your T Drive on the network.  

9. If you have any other documents stored in other places, like the Desktop, all you need to do is “Copy” the document and “Paste” it in your T drive.
10. In the future, make it a practice to save all your documents to the T drive.  Just choose your “T Drive” as your “Save/Save As” location when saving a Word document, PowerPoint presentation, or other document.  

11. Your “T Drive” is with you whenever you login to the network and is backed up on a daily basis.  The “T Drive” is available for your benefit!  Use it!!
