Y Drive for Students – Retrieve and Save

How to Video: http://ithome.pps.k12.or.us/.docs/pg/10449
About Your Y Drive:  

Files saved to your Y Drive are Web-based ( cloud computing), you can access them from any computer, anywhere, anytime.  

To Retrieve Documents from your Y Drive:

Outside of School – or Linux Lab

a. Open a Web Browser – i.e. Mozilla Firefox or Internet Explorer

      
b. Type in the following URL: files.pps.k12.or.us

     
c. In the top, right-hand corner, open: “FILES LOGIN”

     
d. Log on

     
e. Double-click on your “Y” Drive

     
f. Double-click on the document 

     
You may need to deal with a security blocker to open – see note below*

    
g. There may be an “open with”  option for program i.e. Word (Office in Linux) 

h. Open – the document will open as “read only” in a temp. fold 

     
i. Go to File, Save As – and save your document to the desktop

     
j. Minimize NetStorage

     
k. Find and Open your document on your desktop – work on document, then Save

      2.  To Save Documents to your Y Drive:

a. Re-open NetStorage from Taskbar (blue bar at bottom of screen)

     
b. File, Upload*

You may need to deal with a security blocker to open – see note below*

c. Browse, Look In: Desktop, double-click on your document,      

     
d. Upload (make sure “Overwrite existing files” is checked)

*Security Blocker:  


Usually appears in area under Address Bar - Here are some options:


1. If asked, “Do you want to allow pop-ups from this site” – answer, “Yes”


2. Or - Open document while holding the “Ctrl” key (this works on any blocked pop-up)

3. Or – Using Firefox – right-hand side of yellow bar “options” choose “Allow pop-ups…”

3. Or - Open Tools, Open “Pop-up Blocker” “Turn On Pop-Up Blocker” s/be listed (which 

    means the pop-up blocker is turned off).

4. Or - Open Tools, Internet Options, Privacy, “Block Pop-Ups” should NOT be checked 

5. Or -Un-install any toolbars (Google, Yahoo, etc.) or r/click in blank area to the right    

   of “Help” and un-check Google or Yahoo toolbars if listed.
