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Accessing Local Drives and Folders

*Note* Map_Desktop.zip - This can be used to map shortcuts to your 'Desktop' and 'Documents' folders so
they are easily accessible within Enterprise.

Windows Administrative credentials are required when opening the RDPShortcuts.bat file. If you do not have
Windows Administrative credentials, please work with your IT department to complete the process.

e When you run the RDPShortcuts.bat file located inside the zip file, you will be prompted by Windows
User Access Control to ensure that you want to actually open the file. Click 'Yes.'

e This file will then run using the 'Windows Command Prompt.' When the command prompt window
opens, it will prompt you for your username.

e You will not need to include the "Host\" before your username. Enter your username and hit 'Enter." It
will let you know that it has mapped the user account to the current Windows account. Press any key to
continue and the window will close.

e Now, the shortcuts to your Desktop and Documents folders will be available when saving or loading

documents.

Navigate to an employee record:


https://dyzz9obi78pm5.cloudfront.net/app/image/id/57a1f3c791121c1d75dc9649/n/map-desktop.zip
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Browse to the documents section using the menu pane located on the left:
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Click on the “Upload” icon located on the top right corner of the main window:
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Click on the “Folder” icon next to the file path text box:
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Browse to your folder location using the Windows Explorer pane (You may need to click on PC and select your local
drive):
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*Note* If you are using apps to enter enterprise, be sure to identify the C drive of your local pc and not the C

drive of the device you are remotely accessing. Using clear naming conventions in naming your local device
can be very helpful.



Mapping Network Drives

Open 'File' explorer and select 'This PC":
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Click the 'Map network drive' icon in the ribbon menu at the top, then select 'Map network drive":



(7]
X
|

7 Drive Tools

Computer View Manage

H‘EI'WV

media * drive ™

« v 4 @5 ThispC

w3k Quick access
Documents
‘ Downloads
[&] Pictures -

Erika m Music

Random

~ Folders (6)

Saved Pictures

> Documents

> ‘ Downloads

» Jﬂ Music

» [&] Pictures

» m Videos

> i Local Disk (C)  w
Titems 1 item selected

- Desktop

|
W™ 202 66 frec of 16378

This PC

g ﬁUninstaHor change a program

(B4 System properties

Properties Open Rename  Access Map network Add a network Open

location settings & Manage

Location Network System

Documents

IEI Pictures

~ Devices and drives (2)

3 DVD RW Drive (F:)

Shared (5:)

Year End 2015 Local Disk (C:)
L]
> @ OneDrive Mg 72,4 GE free of 111 GB
~ Network locations (3
~ [ ThisPC @3)
erika.winberg (P:
> [ Desktop q (P:)

|
W 205 6B free of 1,63 T

v O Search This PC

' Downloads
ﬂ Videos

Y Implementation (V:)

£z =

Select the drive letter you want to use for the network folder, then choose 'Browse...' to map to your 'Favorites' or

local folders:
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What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:
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Connect to a Web site that you can use to store your documents and pictures.
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