Technology @ VIU

Vancouver Island University

Create a Desktop Shortcut to your “U” drive for Windowse Vista

e Right Click on an open area of your desktop, and go to New. On the fly out menu click on Shortcut

View
Sort By
Refresh

Paste
Paste Shortcut
Undo Delete Ctrl+Z

% Groove Folder Synchronization 3

.. Folder New »

Shortcut 7
oty P% Personalize

Microsoft cess 2007 Database
| Bitmap Imag

Contact

Microsoft Office Word Document

;| Journal Document

Microsoft Office PowerPoint Presentation
Microsoft Office Publisher Document
Text Document

1] Microsoft Office Excel Worksheet

, Compressed (zipped) Folder

Briefcase

e Type in the path to your “U” drive \\Capitan.mala.bc.ca\Users\U\Username substituting the \U\_for
the first letter of your username, and then your username

Example: \\Capitan.mala.bc.ca\Users\G\Gillespij
Note: Vista Basic and Home Premium users may need to use: \\Hall.mala.bc.ca\Users\G\Gillespij

' =

' What item would you like to create a shortcut for? |

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

Type the location of the item:

\\capitan.mala.bc.ca\users\g\gillespij Browse...

Click Next to continue.

[ Next Cancel

e Click the Next button
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file://Capitan.mala.bc.ca/Users/G/Gillespij
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e Type in a friendly name for the Shortcut, and click Finish

ﬂ X
@ 2l Create Shortc!

-

I What would you like to name the shortcut? I

Type a name for this shortcut:
VIU J drive

Click Finish to create the shortcut.

[ Finish Cancel

e Warning: Do not use this shortcut until you have established a VPN connection. If you have not
made a VPN connection and you double click the shortcut it can drastically slow your computer for a
lengthy period of time before issuing an error message. (This is also true if you have a VIU mapped
network drive.)

e Make a VPN connection to Vancouver Island University, and look for the Icon in the system tray VPN

Instructions are here: http://www.viu.ca/technology/employees/AtHomeVPN.asp

e Double click the new shortcut. You will be asked to log in. Type in your login credentials with Capitan
preceding your username, like Capitan\username and your regular password as in the example
below, then click OK

Connect to CAPITAM.MALA.BC.CA - @Ei

Connecting to CAPITAM.MALA.BC.CA

|Jser name: ﬁ capitan\gillespij

Password: sernnen

[ remember my passward
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Your U drive should open

File Edit View Tools Help

By Organize ~ lews v (g
Favorite Links
E; Documents
E Pictures

@ Music

More »

Folders
. gillespij

. Applied

J Archive

, CD-Labels

1. Contribute Key

, CUPE

) Desktop Docs

J Forms and Templates

', Helpdesk Procedures
B My Pictures

|

When you have finished your session click the red X «
close your VPN connection

Name
| Applied
1 Archive
. CD-Labels
1/ Contribute Key
) CUPE
) Desktop Docs
\. Forms and Templates
| Helpdesk Procedures
E My Pictures
I Projects
1. Purchasing
., Queueload
1. QueueSpeechToText
| Signatures
.. Software

Lo Statue

Date modified
7/22/2009 8:58 AM
1/3/2008 11:05 AM
11/8/2007 12:52 PM
2/26/2008 2:58 PM
8/12/2009 1:51 PM
7/6/2009 2:44 PM
9/15/2008 3:29 PM
12/21/2007 2:22 PM
5/8/2009 9:55 AM
6/22/2007 7:45 AM
3/30/2009 3:12 PM
10/6/2008 3:37 PM
10/6/2008 3:37 PM
10/13/2006 1:00 PM

8/7/2008 8:38 AM
10/R/20NR 2-27 DM

to close the shortcut, and then
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