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access your files off-campus


What can I do?

It is possible to use the Internet to access files held on the Brookes Data folder on the U: drive and your Home directory on the H: drive. This is useful as lecturers put notes and exercises in the Data folder on the U: drive and you should keep your own files in your Home directory on the H: drive. 

What do I need?

To access the service you need only a web browser, although you can use an FTP client, such as WS_FTP if you prefer.  When using an FTP client the “Host Name/Address” will be pcdata.brookes.ac.uk for access to the Brookes Data folder on the U: drive and pcusers.brookes.ac.uk for access to your Home directory on the H: drive. Your “User ID” for both will be brookesf\your student or staff number and your usual password. Leave the “Host Type” on Automatic detect.

Connecting to the Data folder on the U: drive

The easiest way to access the Data folder is to use Internet Explorer. Open Internet Explorer and type the following in the address box and press <Enter>:

ftp://pcdata.brookes.ac.uk/

The student number would be in the format 02123456 and the staff number would be in the format p0012345 prefixed with brookesf\. This will open the Data folder on the U: drive and display a login box. Make sure the User Name field contains the server name and your student or staff number in the format, brookesf\your student or staff number. In the password box type your usual password. 
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If the slash in the path is automatically converted by your browser (i.e. brookesf\ becomes brookesf/) you can substitute the slash for %5C (e.g. brookesf%5C) which is equivalent. Also note that passwords are case-sensitive on this system.

Connecting to your Home directory on the H: drive

Follow the same procedure for connecting to the Data folder on the U: drive (above) but use the following address:

ftp://pcusers.brookes.ac.uk/ 

Your username is in the format 02123456 and the staff number would be in the format p0012345 prefixed with brookesf\ (i.e. brookesf\02123456).
After logging in, you are presented with three folders: Externals, Staff and Students. Double-click the relevant folder and look for the subfolder with the last two digits of your userid. For example, if your student number is 02012345, double-click on folder S45, locate the subfolder that matches your student number and double-click on it. Staff and external folders are categorised by the last digit of the staff ID.

Copying and pasting files

Having logged into the FTP service, you can copy files from it to your PC, or paste files into it (this only applies to your home directory, the H: drive, not the Data folder on the U: drive).

To copy files from the Data folder on the U: drive or your Home directory on the H: drive, find the file you want to copy. Right-click on it with the mouse, and choose Copy to Folder. 
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This will pop up a browse window which will allow you to find the folder you want to save the file into. You could also create a new folder from this window if you need to.
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To copy files into your Home directory:
Find the file you want to copy in My Computer or Windows Explorer. Right-click on it and choose Copy. Go to the Internet Explorer window showing your Home directory, right-click on an empty space on the page and choose Paste. Your file will then be copied to your Home directory.

Logging out

You do not need to log out from the FTP service as it will do so when you close the application. The service will time out after 5 minutes of inactivity.

For more information see the Computer Services documentation:

Getting started with Windows Explorer, How to copy and paste in Windows

Getting Started with Internet Explorer, How to use WS_FTP

These can be found at:

www.brookes.ac.uk/computerservices and click on the free guides link.
[image: image5.wmf]
© Oxford Brookes University 2008

Please look after the environment and either recycle, return or pass on this document





