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Connecting to the New File Server (Library Windows User) 
There are two ways to connect to the new file sharing – network drives and folder shortcut. Please change 
their settings accordingly if you are unable to access them after the file service migration. The majority of the 
Library users have automatic drive mappings, and should not need manual re-configuration for the network 
drives after the migration. 
 
The new file server name is “is-fs1a”; the original file share names remain unchanged. The new file 
shares to be connected include: 
\\is-fs1a\library 
\\is-fs1a\lib-apps 
\\is-fs1a\lib-schedules 
\\is-fs1a\lib-software 
\\is-fs1a\ists 
\\is-fs1a\record services 
\\is-fs1a\grainger-dbtext 
\\is-fs1a\id-exec  (read only) 
\\is-fs1a\lib-exec 

Map a Network Drive to the New File Server  
 
If you are unable to access your network drive (e.g. E:\) after log on, please follow the steps below to 
manually remove the old network drive and re-connect it on the new file server “is-fs1a”. 
 
1. Open My Computer, go to Tools and choose Disconnect Network Drive... 
 

 
 
2. Select only the network drive that is on the old file server “\\id-staff” and click OK (e.g. \\id-staff\library 
is selected here, you can select other drives). 
 



Consolidated Storage Service Project – Information Technology Services 

Page 2 of 5            4/06/2009 

 
 
3. Go to Tools again and choose Map Network Drive... 

 
 
4. In the Map Network Drive dialog, specify the Drive letter (e.g. E:\) and enter the new folder path 
(e.g. \\is-fs1a\library) in the Folder field. You can also click the Browse… button to select any sub-folders 
if needed. Then click Finish. 
 
Note: You can enter the target folder from the file share paths listed above. 
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5. The new drive window should automatically pop up. Open My Computer. You can see the network drive 
is on the new file server is-fs1a now. 
 

 
 
Please repeat the above steps for other manually mapped network drives if any. 

Re-Configure the File Share Shortcut 
File share shortcut is an icon that has an arrow at the bottom and points to a file share on the server. Please 
only re-configure the shortcuts that point to the old file server id-staff. 
 
1. Right click on the file share shortcut icon and choose Properties. 
 

 
 
2. Select the Shortcut tab. In the Target field, replace “id-staff” with “ is-fs1a”. 
 
Note: if the Target was set to your network drives (e.g. E: or F:) rather than the id-staff file server, you do 
not need to change any settings here, and please re-configure the related network drives instead (see the first 
section). 
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3. Select the General tab. In the name field, replace “id-staff” with “ is-fs1a”. Then click OK. 

 
 
4. You can see the file share shortcut is pointing to the new file server is-fs1a now. 
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Update Document Hyperlinks 
1. Locate the link in the document that contains the old file server name id-staff. 
 

 
 
2. Replace “id-staff” with “ is-fs1a” and click on other document area. The underlying hyperlink will be 
updated by MS Word automatically. 

 
 
3 If the hyperlink was not changed automatically, you can right click the link and choose Edit Hyperlink , 
and then replace id-staff with is-fs1a in the Address field. 

 
 
 
Please contact the IT Service Desk on ex 40888 if you need further assistance. 


