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File Sharing through S: Drive User Guide

ITSC provides network file service to users. You can access the share files through S: Drive
connected in computers provided in office. The following is the procedure on how to share
files to other departments. Please note that all the files put under the share folder occupy

your department’s network drive quota.

1. Create a folder under your department folder “S:\<dept>". Assign a name to the
folder.

2. Right-click the created folder and choose “Properties”.
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3. Goto the “Security” tab and click “Edit” to change the share permissions.

Share to Library Properties

Fend @ bvious Versions  Customize

Object name:  S:\itsch\Share to Library

GI’GIJD ar user names:

(=]

8% CREATOR OWNER
SR SYSTEM

a Jack CHAM Shek Tak {jackchan@in edu hk)
£

To change pemissions, click Edit.

Permissions for CREATOR
OWMNER

Full contral

Modify

Read & execute
List folder conterts
Read

For special permissions or advanced settings,
click Advanced.

QK Cancel

Advanced
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4. Click “Add” to assign user(s).

Perrnissions for Share to Library @
Security
Object name:  S:\itsch\Share to Library

GFCIIJP Or User Nnames:

SR CREATOR OWMER

BB SYSTEM

a Jack CHAM Shek Tak {jackchan@in edu hk)
ER Admiristrators (FILESRVAdministrators)

Remave
Permissions for CREATOR

OWMNER Allow Dery
Full control ] .
Modify O ]
Fead & execute ] ]
List folder contents ] ]
Read ] -
QK Cancel Apply

5. Click “Advanced...”.

Select Users, Computers, Service Accounts, or Groups @

Select this object type:

| Isers, Groups, or Builtdin security principals | Object Types...

From this location:

| Indaxue In.edu hk | Locations...

Enter the object names to select (2xamples):

Check Mames

oK Cancel
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Input the username in the “Name:” field and click “Find Now”. Double-click the user

in the “Search results” field.

You need to input the username of the person. Email Alias is not accepted.

Select Users, Computers, Service Accounts, or Groups @

Select this object type:
| |sers, Groups, or Builtdin securty principals | Ohject Types...

From this location:

| Indaxue In.edu hk | Locations. ..

Comman Gueres

Name: Starts with v i Columns...

Dezcrption: | Starts with

Dizabled accourts Stop

Mon expiring password

. (= x
Daps since last logon: ?zj:'

Search results: OK Cancel

Mame BE it er

< === queenie@n edu... Indaxue In.eduh
3
E;queeniechan queeniechandie. .. Indaxue Ineduh...
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You can also share to the whole department by inputting the predefined department

group name, grp<dept>, e.g., grpocpa.

Input “grp” in the “Name:” field and click “Find Now”. Double-click the department

group name in the “Search results” field.

Select this object type:

Select Users, Computers, Service &ccounts, or Groups

(=]

| |sers, Groups, or Builtdin securty principals

| Ohject Types...

From this location:

| Indaxue In.edu hk

| Locations...

Comman Gueres

Starts with

Disabled accounts

Mon expiring password

Search results: oK Cancel
Mame E-Mail Address Description Im Folder "
%grpl'rfe Indaxue Ineduh...
%grpmgt Indaxue Ineduh...
%grpmibf Indaxue Ineduh...
%grpmlct Indaxue Ineduh...
%grpncpa Indaxue In.eduh...
grpoge Indaxue In.eduh...
grpoiaaa Indaxue In.eduh...
%grp-nmip Indaxue Ineduh...
grpors Indaxue Ineduh...
%grpnsl Indaxue Ineduh... W
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7. Repeat step 5 to add more users and/or groups. Click “OK” when finish.

Select Users, Computers, Service Accounts, or Groups @

Select this object type:

| Lzers, Groups, or Builtdn security principals | Object Types...

From this location:
| Indaxue In.edu hk |

Locations...

Enter the object names to select (2xamples):
gueenie (gueenie@in edu hl): tsc Check Mames

Advanced... Cancel
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8. The default permissions for the new user(s) and/or group(s) are “Read Only”.
The following boxes will be checked:
a. Read & execute
b. List folder contents
c. Read

&

Security
Object name:  S:\itsch\Share to Library

GI’CIIJP Or User Nnames:

SR CREATOR OWMER

SR it=c (LNDAXUE tsc-group)
SR SYSTEM

a Jack CHAM Shek Tak {ackchan@in.edu hk)

Add... Remave

Permissions for queenie

>

Full contral

Modify

Read & execute
List folder conterts
Read

£

]DDI:IDDé‘?

QK Cancel Apply
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9. If you want to allow the shared users to add/edit/delete files, select the user or
group and check the “Allow Modify” box.
The following boxes will be checked:
a. Modify
b. Read & execute
c. List folder contents
d. Read
e. Write

o

Securty
Object name:  S5:\itsch\Share to Library

GI’CIIJP Or User Nnames:

SR CREATOR OWMER

SR it=c (LNDAXUE tsc-group)

SR SYSTEM

a Jack CHAM Shek Tak {ackchan@in edu hk)

\ L —
queenie (gueenie@in.edu hlk) i

Add... Remave

Permissions for queenie

>

Full contral

Modify

Read & execute
List folder conterts
Read

1 000 O 3

£

QK Cancel Apply
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10. Click “OK” when finishing setting the permissions.

Perrnissions for Share to Libran @

Security
Object name:  S:\itsch\Share to Library

GI’CIIJP Or User Nnames:

SR CREATOR OWMER

SR it=c (LNDAXUE tsc-group)

SR SYSTEM

a Jack CHAM Shek Tak {ackchan@in edu hk)
S Administrators (FILESRV \Administrators)

l queenie (gueenie@in.edu hlk)
Add... FRemove
Permissions for queenie Allow Derny

Full control ] .
Madify O] O

Read & execute L]

List folder contents ]

Read ] ¥
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11. Verify the settings and click “OK” again to finish.

Share to Library Properties £3
General Securty  Previous Versions Customize

Object name:  S:\itsch\Share to Library

GI’GIJD ar user names:

a Cueenie CHAN Tze Wai (gueenie@in.edu hk) ~
S Administrators (FILESRV \Administrators)

< >

To change pemissions, click Edit. Edit._.

Permissions for Gueenie CHAM
Tze Wai Allow Dery

Full cortral 2
Modify

Read & execute
List folder conterts
Read

LKL

For special permissions or advanced settings, Ad ed
click Advanced. vane

12. You need to send the full folder path, e.g.,
“\\filesrv.Indaxue.In.edu.hk\com\itsc\Share to Library”, to the users you share the
files with. They can only access the shared folder by inputting the full folder path in
Windows Explorer. They cannot access it through “My Computer” > “S:” > “Your

Department Folder”.

' Iﬂ = | Share to Library

Hame Share View

« v Sitsc\Share to Libra

[] Mame

3 Cuick access

e Creative Cloud Files
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