How to Map the Shared Drive

1. Right click on My Computer.

2. Choose “Map network drive.”
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3. Choose Y drive and type \\ei01wf01\vol1 into the Folder space.  My Y drive is already mapped, so this information appears beside the letter Y – yours will probably just have the letter Y with nothing following.

4. Choose “Finish.”

5. Type in your EI number and your Novell password.  

*If that doesn’t work, then retype your user ID as /childserv/EIxxxxx and then retype your password.  

*If that doesn’t work, retype your user ID as /childservices/EIxxxxx and then retype your password.
6. The Quality Assurance folder is located in the Data folder.

7. Once you locate the Quality Assurance folder, right click on the folder and choose “Send to,” and then send it to your desktop as a shortcut.
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