myFILES

(Access to Network Drives through your Interneb\Bser)

To acces: MYFILES | open your Web browser (IE, Firefox, etc...) and tipe
https://myfiles.kumc.edu/NetStorafm the Address (URL). You will then be presentéth a login screen.
Type your network user id and password and thesspBK. Your network user id and password is tineesial
that you use to login to your work pc, the my.kuedlct portal, and VPN.
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Once you successfully authenticate, you will seeraen similar to the one below. On the left sitithe
screen, you will see the drive letters similar toatvyou see under Network Neighborhood when logged
KUMC. For instance DriveG will list your persoralbng with any shared department and folders desl yiou
have access to at work. This is known as the “@/ed You should also see a folder named Homes Tdider
takes you directly to your personal folder on t&€ trive.
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Accessing Network Files

In order to modify an existing document, you must fdownload the file to your local hard driveirsE, locate
the file you want to access by single-mouse-cligkimle name of the drive or the + sign next theadname
until you have reached the folder which contairesftle you want to modify.

Next, put a check mark next to the file you wanatoess by single-mouse-clickitite checkbox next the file
name. Then choose File from the menu bar andtdetsenload...
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Depending on your security settings, you may rexaigecurity warning. If you do, Click on the airedicated
in the browser (Click here for options....) and tisetect download from the menu.

You will then be asked to save the document to yacal computer.

Click on Save to download the file and then selleetappropriate folder on you local computer tcestne
document to.

You may now modify the document as long as you tilagepplication installed on your pc that the ioiad)

document was written in. For example, Microsoftrd/will need to be installed on your local pc ier to
modify a Word document.

Uploading documents to the Network Server

Once you have finished working on a downloaded dusut or wish to copy a document to your networkelri
from your remote location, you must upload the diging the web server.

If you are not logged into myfiles.kumc.edu, folltme instructions at the beginning of this documerrder
to do so.

Once logged in, locate the folder that the filel wé uploaded to by single-mouse-clicking the narnthe drive
or the + sign next the drive name until you hawsehed that particular folder.



Next, select File from the menu bar and choo&fpload...

You will then be presented with a window titled “Idad File”.

Click on the Browse button and find the file thauywish to upload to the server.



Once you have found the file, highlight it withiagle mouse click and then press Open. You wéhtbe
returned to the Upload File window with the nameyair file listed. At this point, click on the lgad button.
At this point, your file has been successfully @aled to the file server.

Note: If Overwrite existing files is checked, anyiles with the same name will automatically be
overwritten.

Logging Out
Once you have finished working with , it is important to log out. To log out, clickehogout
button at the top of the window.

You will then be presented with the following sareeClick OK to logout or Cancel if you wish to d¢ome
your session. For enhanced security and to protectprnacy, it is always best to close your

browser after logging out of



