
 
Connecting to Network Folders 

 

 Right Click “My Computer” icon 
o My Computer can be found on in your start menu or on your desktop 

 

 Choose “map network drive” from the drop down menu  

 
 Choose a Drive Letter from the dropdown menu  

o Always use “Z” as your personal Drive  

o Always use “O” as your “O Drive” (staff only)  

o Always use “S” as your “Student Worker Drive”  

 

 Click browse  

 
 Browse to the folder of your choice (see below for folders of interest)  

 Click “Finish”  
 
To access this folder, you can go back to “my computer”. The folder will be in your drive list. You may 
also create a shortcut to your desktop by right clicking the drive and selecting “create shortcut” and 
saying “yes” at the prompt  
 
Folders of Interest:  
 
Staff:  

 \\ibsserv\IBS SAN\Staff\”your folder name”  

 \\ibsserv\IBS SAN\O Drive  
o \\ibsserv\IBS SAN\O Drive 

 \\ibsserv\IBS SAN\Student Workers 

 \\ibsserv\IBS SAN\O Drive\Technology  
 



Faculty:  
 

 \\ibsserv\IBS SAN\Faculty\”Your Name”  

 \\ibsserv\IBS SAN\Faculty_PhD_Shares\”your folder”  

 \\ibsserv\IBS SAN\Faculty_Public_Folder \"your folder"  

  \\ibsserv\IBS SAN\Faculty_ra_shares\"your folder"  

 
Student Workers:  
 

 \\ibsserv\IBS SAN\Student Workers\”Department folder”  
 

*For any questions or concerns, please contact the IBS Technology office at ext. 64853 or 
ibstechnology@brandeis.edu 

 


