
GENERAL INFORMATION
This sheet is designed to be an aid to you as you are accessing a course area.  If you have any additional questions or require further information, it is available in the IT Help Desk (FH149) in Fulton Hall, (410)-677-5454 or visit us on the web at www.salisbury.edu/helpdesk.
To access the K: drive you must be logged onto one of the available computers on campus. To fine the K: drive open the “My Computer” icon on the Desktop and then open the K: drive under the Network Drives section.

There will no longer be course accounts that you must connect to, however, a course area is provided for faculty to disseminate files for student access for a course, either for one section or for all sections.  In your account, you will automatically have the course volume mapped to drive K:.  This means that you will be able to see the entire course area structure, which includes each academic school and the related courses. As a student, you will only have the rights to read and copy the files in the area of your course associated with your instructor.  Drive K: is divided into the four academic schools: Henson, Liberal Arts, Perdue, and Education.  From there, each department will have a subdirectory.  Under each department, a subdirectory for each course or course and section will be created. The files that you wish to access will be located under that subdirectory.

LOCATING A FILE USING MY COMPUTER
· If you would like to see the directory of the files available through your course, double-click on “My Computer” to open the list of available drives. 

· Locate the K: drive under the Network Drives section and double-click to open it. From here choose the school, department, and class that you would like to view.
· If you don’t see the K drive, you will have to map it yourself.

· Click Tools>Map Network Drive

· Change the drive to K: and click Browse next to the Folder.

· Expand Microsoft Windows Network

· Expand Salisbury

· Expand Nas

· Select Courses

· Click OK. This should put \\Nas\Courses in the original Folder window.

· Click Finish. Then you can choose the school, department and class you would like to view.

· On a Mac

· Open Finder

· Choose Connect to Server

· Click Browse

· Click nas.salisbury.edu

· Click Courses.

· To view the file double left-click normally and the file program will open on your computer screen.
· To copy a file from this list you can do one of two things:

· While the file is open click File ( Save as… ( and save to either your P: drive or floppy disk

· From the class folder where you can view the available files, right click on the file you want and choose “Copy”, then open either the P: drive or the A: drive (if you have a floppy disk inserted), then right-click and choose “Paste.”
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