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Your New J Drive 

Your new J drive gives you complete control. You decide who has access. 

 The information from your old J drive folders will be deleted after September 12th. 
 Page 1 covers three possibilities for setting up your j drive folders. 
 Page 2 walks through the steps for creating folders. 
 Pages 2 & 3 covers the basics of granting rights to folders. 
 Pages 4-6 provide a visual of how you might set up your folders and grant rights. 

First, decide how and what you might share in your folder. Here are three possibilities: 

I only want students to view 
files on the J drive. If they need 
to save files, they can save on 
their H drive. 

 I want students to save files or 
“hand in” to the J drive. 

 I want a combination. Some 
folders will have information for 
viewing and in others, I’d like 
them to save files. 

    
 

 

 Create any organizational 
folders inside your teacher folder 

 

 

 Create any organizational 
folders inside your teacher folder. 

 Create another folder called 
Assignments or something 
similar. 

 
 
 

 

 Create any organizational 
folders inside your teacher folder. 

 Create another folder called 
Assignments or something 
similar. 
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Adding Folders 

1. Open My Computer. 

2. Double click on Shared on 
‘Fsstudents\Vol1’(J:) 

3. Double click on 2009-10. 

4. Double click on your folder. 

5. Create the new folders you’d like.  

 Click on Create New Folder on the Left. 

 Right click on the white area in the window. Select New >> 
Folder. 

 Click on File >> New >> Folder. 

6. Type in a name for your folder. Click your mouse once. 

 

Adding Students to Your Folder 

1. If you think you want to assign rights to individuals, you’ll need their 
student numbers . . . that is easy in Skyward Gradebook. Create a 
Class Report with their numbers. 

2. Right click on the folder where you’d like to add rights. 

3. Click on Trustee Rights. 

4. Look in the middle of the screen for a list of groups. You’ll see 
Staff, Students, etc. You may add rights for individuals or groups. 

 Staff: Add individuals by login. 

 Students: Add individuals by login. Add groups by 
grade level. 

Generating an Class List with 
ID’s from Skyward 

 
1. From your list of classes, click 

Class Options. 
2. On the left, click on Reports. 
3. Click on Class Roster. 
4. Select the Term. 
5. Select the information you’d 

like—Make sure that you select  
student email address as that 

       contains the username.  
       6. You’ll have two choices at the 

       top of your screen: 
    View Report for All 

   Students: You’ll see the 
   report for this class. 

    Select Classes to View 
   Report: Select multiple 
   classes. 

       7. With either button, you’ll 
       generate a list of students. 
       Save and/or print your list. 



 Page 3 

 

R W E C M F A 

Read Write Erase Create Modify File scan Access Control 

Users can read 
the contents of 
files 

Users can write 
to an existing 
file. 

Users can 
erase a file 
 

Users can 
create a new 
file 

Users can 
modify an 
existing file 

Users can see 
a file in a 
directory listing X 

5. Choose your group 
or individual here. 
Click the plus sign to 
see more. 
Click the minus sign to 
see fewer. 6. When you find the 

group or individual, 
click on Add.  

7. Now you may assign 
rights to that group or 
individual. 
Check the boxes for each 
right necessary.  

Click the 

+ sign to 
expand a 
list. 
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I only want students 
to view files on the 
J drive. If they need 
to save files, they 
can save on their H 
drive.  
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I only want certain 
students to view 
files on the J drive. If 
they need to save 
files, they can save 
on their H drive.  
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I want students to 
save or “hand in” 
files to the J drive.  
 

 
OR 
 
I want a combination 
of folders. Some 
folders will have 
information for 
viewing and in 
others, I’d like them 
to save files. 
 


	ID replacement: for those listed


