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To access your home drive from off-campus, you must first map it as a folder or drive letter. There are a 
couple different methods to accomplish this.  
 
 

Method #1: Map a folder using the Add Network Location Wizard in Windows 7 
 

Method #2: Map a folder using the Add Network Place Wizard in Windows XP 
 

Method #3: Map a drive from a command prompt in Windows 7 
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Method #1: Map a folder using the Add Network Location Wizard in Windows 7 
 

To map a folder using the Add Network Location Wizard, use the following steps: 
 

1. Click the Windows Start button  -> then select Computer. 
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2. Open the Map Network Drive wizard by clicking Tools -> then selecting Map Network Drive. 

 

 
 
 

3. When the Map Network Drive Wizard appears, select the link in the middle of window that says 
Connect to a website that you can use to store your documents and pictures. 
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4. When the Welcome to the Add Network Location Wizard appears, select the Next button. 

 

 
 

5. When the Add Network Location screen appears, select Choose a custom network location -> 
then select the Next button. 
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6. If you primarily work out of the Albany, NY campus, then follow the instructions listed below 
under step 6a. Alternatively, if you primarily work out of the Colchester, VT campus, then skip 
step 6a and follow the instructions under 6b. 

 
6a. New York Campus Home Drives 
 
When the Specify the location of your website screen appears, type in the following https address. 
Substitute your own ACPHS username at the end of the address. Then click the Next button. 

 
https://webfolder.acphs.edu/homedrive/ny/username 
 
For example: 
 
If your ACPHS username is john.smith, then you would type: 
  

https://webfolder.acphs.edu/homedrive/ny/ john.smith 
 

 
 
Once completed, skip step 6b, and proceed to step 7. 
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6b. Vermont Campus Home Drives 
 
When the Specify the location of your website screen appears, type in the following https address. 
Substitute your own ACPHS username at the end of the address. Then click the Next button. 

 
https://webfolder.acphs.edu/homedrive/vt/username 
 
For example: 
 
If your ACPHS username is john.smith, then you would type: 
  

https://webfolder.acphs.edu/homedrive/vt/ john.smith 
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7. If prompted for credentials, enter your ACPHS user name and password, and then click the OK 
button. 

 
 

8. When the What do you want to name this location screen appears, Click the Next button. 
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9. When the Completing the Add Network Location Wizard screen appears, click the Finish button. 
 

 
 

10. A new folder will then appear under the Network Location section from within the Computer 
screen. Double-click to open this folder and access your home drive from off-campus. 

 

 






















