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TSD Quick TIP:  Map a Network Drive                              Map a Network Drive                                

 

 

 
 There are several ways to access information on the CCE 

Server and / or other computers that maintain shared resources.  
For resources accessed often, the quickest method is to Map a 
Network Drive.  Mapping a network drive is simply the process 
of assigning a drive letter to a shared directory. 

 
 To add a network drive: 
 

 Open Windows Explorer. 
 
 Click [Tools] > [Map Network Drive]. 
 
 Select a drive letter for the drive (choose any available 

drive from the list). 
 
 Type in the location of the shared resource (i.e., 

\\STxxxxxxxxC001\shared). 
 
Note: The server name is to be the name of the server you are 
attempting to access.  Server names are 14 characters long.  
The typical naming convention is:  
 
 The first two characters will be the State abbreviation.  
 
 The xxxxxxxx portion of the server name is the City name up 

to 8 characters.  If the City name is shorter than 8 characters, 
then zeroes are to be added to fill in the space.  If the City 
name is longer than 8 characters, the name is truncated.   

 
 Following the letter C are two zeros and the number 1. 

 

Note: If the server you are attempting to access does not follow    
this convention, contact your IT Specialist for specific server names. 

 

 If you want the network drive to be available each time you log  
in, click the box [Reconnect at logon]. 

 The network drive will be mapped and will automatically open in  
a new window. 

 

Note:  Excessive network drive maps can affect the performance of  
a machine. 
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