Accessing Files From Off-Campus

To access your files from off campus:

1.  Double-click My Computer
2. Click on My Network Places in the left-hand panel
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3. Click on Add a Network Place in the left-hand panel.
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4. Click Next

5. Select “Choose Another Network Location” and click Next.
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Where do you want to create this network place?

Select 3 service provider, f you do ot have a membership with the provider you select,the wizard wil help
you creste an accourt. To ustcreste @ shortout, cick "Chooss anather network location.”

Service providers:

MSN Communties

Share yourfles wih others,or store them for your personal use.

%) Choose ancthernetworklocation

Specty the address of 3 Web ste. network location, or FTP ste.





6. For staff and Faculty, type in the URL of https://webdata.sanjuancollege.edu/users/username  and for Students type in the URL https://files.sjcportal.com/files/username where username is the username you use for accessing your SJC computer.  Click Next.
See example below where the username is mulligans
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What is the address of this network place?

Type the address of the Web st FTP sie, or network locaton tha tis shorout wil open.

Intemet o network address:

Itos://nebdata sanjuancolege.edu/users/muligans
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View some examples.
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7. Enter your username and password that you use to access your SJC Computer and click OK.
8. Type in a name for your new network place or leave as the default and click Next.

[image: image5.jpg]Add Network Place.

zard

What do you want to name this place?

Create a name for tis shortut that wil help you easiy identfy ths network place:

Hips://nebdata sanjuancolege.edu/users/muligans.

Type a name for his network place:

muligans on webdata serjuancollege.edu
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9. Click Finish.

You should now see your documents open up as a folder.  

Note:  Each time that you open up a document with a new application you will be prompted for your username and password.  We recommend keeping the application open and accessing the files from the application to avoid repeated login prompts.

To open a document in and Office Application such as Word or Excel from your Network Place:

1.  Select File…Open from within the application

2. Select My Network Places from the left-hand panel
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3. Select your new network place and click Open.

4. Select the file from the directory and click open

Note:  You can also access your files from My Network Places within My Computer and copy files back and forth between your computer and your new network place just like any other windows folder.

