Accessing File Storage Space From Off Campus

To access network storage from a computer outhigl€bllege of Engineering
you will need to browse tdemote.cea.ndsu.nodak.edu

[CEA Tech Support recommends Mozilla Firefox]
Mozilla Firefox users will see the following prompt

Click the radio button “Accept this certificate penently,” and then select OK.

We recommend Firefox because it allows you to paendy bypass this error message.
Internet Explorer will require you to "click pagtie error message each time you log on.

Your data is still secure even though you get thimessage when logging in.



Internet Explorer users will see the following pram

You will have to select “Yes” each time you accgsgr storage space remotely.

Regardless of the browser used you will be askeshter your user name and password.

This is theSame user name and passworiéat you use to log onto the
computers in the College of Engineering and Aratitee.



You should now be logged in and can access yowarktstorage space, which will
appear as follows:

The topmost toolbar provides basic functionalityowd your mouse pointer over each
button to view its respective function. For exaeqpb find a file click on the magnifying
glass and enter the name of the file or it's extangi.e. to view all Microsoft Word files
type in “.doc” in the search field).

Utilize the leftmost panel to view and expand yoarresponding folders.
For convenience, click the right mouse button tesfin the larger rightmost panel to

perform functions like upload/download and creatiegy files. These functions are the
same as those accessed from the topmost toolbar

Working with files

Whenever you wish to work with a file that is ablgan one of your network storage
drives you will need to download it to your localneputer. EVERY file should first be
downloaded to your local computer. Once you arslied making changes upload it
back to the server. [Do not choose the “Open” aptithen downloading files. Always
“Save to Disk” first and then make changes.]



This concept can be depicted as follows:

Downloading Files

To download a file right click on it, and then titownload”. You can also click next
to the file on the word “get” and you will be proted to select where you'd like the
file to be download to. To download an entire &lgou must first select all the files
in the folder and then make a new zip file by dlckon the “ZIP/unZip” option on

the top tool bar. Then select “Add to new ZIP"nd@ created, you can download the
zip file to your local computer. In addition, yalso have the ability to view files in
the .ZIP file by selecting “View ZIP content” optio



Uploading Files
To upload single or multiple files you can click the “Upload files to active folder”

icon. This will easily allow you to upload as mydiles you'd like, however total
file size is limited to 1GB. To upload an entioéder to the server, you need to create a
ZIP file on your local machine first. For infornmat on how to create and unzip a ZIP
file please skip to the end of this document.

Logging off

To log out click the “Log off” button in the upper right hand corner AND then
close the browser window.

Special Notes:
For security reasons, after 3 failed login attenypis will be locked out of your
account for 30 minutes.
Remote access is compatible with the following Isers Mozilla Firefox 0.9,
1.0, 1.5, Internet Explorer 5.0, 5.5, 6.0, Netscgpég, 8, and Opera 6, 7, 8.

How to Create a ZIP folder on you local WinXP compter

1. Select the files you would like to zip (To seleatltiples files, hold down the CTRL
key and select files with the left mouse button)

2. After you've selected your files right click andlesgt "Send To" > "Compressed
(zipped) Folder"

3. Wait a second and a new file will appear. Thisasiryzip file, and its name is based
on the name of the initial file you selected to Z¥®u can now upload this file into
your network storage space.

How to remotely UNZIP a folder

1. Right click on the ZIP folder and select “Extraatfolder...”

2. You will be promoted to create or direct your fitesa location of your choice.
3. The new folder will now appear in the location ygpecified.

Access your files by locating the respective folgau just directed them to



