AVON LAKE CITY SCHOOLS
Technology Department

Accessing your My Documents folder from the Internet over a secure connection

You can now securely access your My Documents folder from anywhere you can get to the internet.  How do I do that? Follow these simple steps below

:

1. Go to https://webdocs.avonlakecityschools.org
2. Login with your computer/network username and password. Select STUDENT for the GROUP field. 
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3. Click on you graduating year link. Example if your login name starts with 08 your graduating year is 08. Select 2008 student home directories 
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4. Once in your my documents folder you have these options.

a. UP FOLDER – moves up a level

b. COPY FILE TO SERVER – uploads your local copy to the server and replaces that file if exists

c. NEW FOLDER – creates a new folder

d. DELETE – deletes the file(s) or folder(s) selected

e. RENAME – renames the file or folder

5. When finished click the X in the upper right hand corner on the Green Bar. 
***NOTE: When saving a document it saves it to your local PC. Then use the COPY FILE TO SERVER button to upload it to your My Documents folder. 
