Consolidated Storage Service Project — Informafiechnology Services

Connecting to the New File Server (Library Windows User)

There are two ways to connect to the new file sigari network drives and folder shortcut. Pleasengba
their settings accordingly if you are unable toesmscthem after the file service migration. The migj@f the
Library users have automatic drive mappings, amishnot need manual re-configuration for the nekwo
drives after the migration.

The new file server name is “is-fsla”; the originalfile share nhames remain unchangedlhe new file
shares to be connected include:
\\is-fsla\library

\\is-fs1a\lib-apps
\\is-fs1a\lib-schedules
\\is-fs1a\lib-software

\\is-fslalists

\\is-fsla\record services
\\is-fsla\grainger-dbtext
\\is-fsla\id-exec (read only)
\\is-fsla\lib-exec

Map a Network Drive to the New File Server

If you are unable to access your network drive.(E:Y) after log on, please follow the steps below to
manually remove the old network drive and re-conitean the new file server “is-fsla”.

1. OpenMy Computer, go toTools and choos®isconnect Network Drive...

j,ﬁ My Computer
Fle Edt \iew Favorites Tools Help

4 S« Map Network Drive... t Sync
— Disconnect Network Drive...
Address | § My Computer Synchronize... [_ |
System Tasks Folder Options...

View system information
Ly Add or remove programs
B change a setting Devices with Removable Storage

e Local Disk (C:)

2 DVD-RW Drive (M:)

”»

Other Places
Network Drives

&J My Network Places
B My Documents
B control Panel

% project-files on "id-staff' (G:)

2 liziu on 'is-fsla\users' (H:)

22108-0VC-Migration (W:)

% 2110-Consoldated-Storage-Services on 'id-staff\pro;

Details 2~ _2 2107-Windows-Backup-Consolidation-Renewal on 'ig
#library on 'd-staff' (E:)
My Computer w2 | 3

2. Select only the network drive that is on the fdel server A\id-staff” and click OK (e.g. \\id-staff\library
is selected here, you can select other drives).
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'i__,-é Disconnect Network Drives

Select the network drive(s) you want to disconnect, then click OK.

Network Drives:

> W\id-staff\library

[ 0K H Cancel J

3. Go toTools again and chooddap Network Drive...

43 My Computer =JOES
lf;.r

File Edit View Favorites Tools Help

4 | /0 Map Network Drive... t sync
= - Disconnect Network Drive... -~
Address | § My Computer Synchronize... i
System Tasks Folder Options... [
View system information | <o Local Disk (C2)
%y Add or remove programs
[ Change a setting | Devices with Removable Storage

| &:DVD-RW Drive (M:)

Other Places E
Network Drives

&J My Network Places
D My Documents
[ control Panel

| 22 project-files on 'id-staff' (G:)

| Z2liziu on "s-fs1a\users' (H:)

| 522108-0VC-Migration (W:)

| 5#2110-Consolidated-Storage-Services on 'id-staff\pro;
Details 4 22107-Windows-Backup-Consolidation-Renewal on 'id

My Computer [ <] | >

4. In theMap Network Drive dialog, specify th®rive letter (e.gE:\) and enter the new folder path
(e.g.\\is-fslallibrary) in the Folder field. You can also click thBrowse... button to select any sub-folders
if needed. Then clickinish.

Note: You can enter the target folder from the $ih@re paths listed above.
.Map Network Drive P4

Windows can help you connect to a shared network
folder and assign a drive letter to the connection so that
you can access the folder using My Computer.

N
e

Specify the drive letter for the connection and the folder
that you want to connect to:

Drive: | E: v |

Folder: | \Xis—fsla\!ihrarﬂ v |

Bxample: \\server\share
Reconnect at logon

Connect using a different use

Finish ll Cancel l
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5. The new drive window should automatically pop @penMy Computer. You can see the network drive
is on the new file serves-fslanow.

4% My Computer g@@

Fle Edt View Favortes Tools Help i

¥ /' search [ Folders [E= (& Folder Sync

Agdressi @ My Computer |V!

|~| Name [~
Systemyioas = Hard Disk Drives
View system information < Local Disk (C:)
Ly Add or remove programs
@ change a setting Devices with Removable Storage

= | 4 DVD-RW Drive (M:)

Other Places ] . B
Network Drives

€3 My Network Places
=] My Documents
@ control Panel

# project-files on 'id-staff' (G:)

2 liziu on 'is-fsla\users' (H:)

~ 5£2108-0OVC-Migration (W:)

# 2110-Consolidated-Storage-Services on 'id-staffy)
2% 2107-Windows-Backup-Consolidation-Renewal ol
_* ibrary on 'is-fs1a’ (E:) |~

Tibrary on "is-fs1a' (E:) |vl< | I | | > ‘

3

Details

Please repeat the above steps for other manuafipedanetwork drives if any.

Re-Configure the File Share Shortcut

File share shortcut is an icon that has an arradveabottom and points to a file share on the seRlease
only re-configure the shortcuts that point to thefde serverid-staff.

1. Right click on the file share shortcut icon amdoseProperties.

Open
Explore

Search...

Open as Notebook in OneNote

¥ scan for viruses...

& Groove Folder Synchronization *

Map Network Drive...
Send To 4

Cut
Copy

Create Shortcut
Delete
Rename

Properties

2. Select th&hortcut tab. In theTarget field, replace id-staff” with “is-fs1d.
Note: if theTarget was set to your network drives (e.g. E: or Fheathan thed-staff file server, you do

not need to change any settings here, and pleasmfigure the related network drives instead (bedirst
section).
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3. Select th&eneral tab. In the name field, replacel-staff” with “is-fsld. Then clickOK.

4. You can see the file share shortcut is pointiriipe new file serves-fslanow.

Bl -

library on
is-fsla
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Update Document Hyperlinks
1. Locate the link in the document that contairesdlu file server namiel-staff.

2. Replace id-staff” with “is-fs1d and click on other document area. The underlyiggerlink will be

updated by MS Word automatically.

3 If the hyperlink was not changed automaticallyy gan right click the link and chooEelit Hyperlink ,
and then replacel-staff with is-fslain the Addressfield.

Please contact the IT Service Desk on ex 40888Lifneed further assistance.
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