Network Drives

The purpose of this document is to describe the Nebraska Department Education (NDE) Local Area Network (LAN) drives typically assigned to NDE users.

The “N” Drive – Users’ Home Folder  

· This is the users’ home folder.  

· The folder’s name is the users’ login name.

· It is mapped during the users’ login process.

· It is private to the user only.

· Users can create their own subfolder(s) for any official subject matter 

· Network Services backs up these files daily.
The “O” Drive – Team Shared Folder 
· This is the users’ team shared folder.

· The folder’s name is similar to the team’s name.

· It is also mapped during the users’ login process.

· It is available to all members of that named team.

· Any member can create subfolders for any subject matter.

· If a subfolder needs to be restricted to certain team members, then the creator should email Network Services with the names of users who are to access the new folders.
· When emailing attachments to a team member(s), it is recommended to place the file(s) in a folder on the O: drive and reference or link the path to the file(s) instead of attaching the file(s) to your email.  This will eliminate unnecessary file duplication on the Email server, saving space.

· Network Services backs up these files daily.

The “P” Drive - Department-wide Shared Folder:

· This is the department’s shared folder known as “Trade”.

· It is also mapped during the users’ login process.

· It is available to all users’ of the department.

· Anyone can create folder(s) and file(s) 
· The creator is the owner of the folder(s) and/or file(s).
· The owner is responsible for the housekeeping of their folders and file(s).

· If a folder or subfolder needs to be restricted to certain cross team members, then the owner must email Network Services with the names of the users who are to access the folder and the type of access they should be granted, i.e., read-only, read-write
· The files in non-restricted folders that have not been accessed within the last 90 days are subject to deletion by Network Services.
· Network Services DOES NOT backup non-restricted folders.
Guidelines for Using P:\Trade

· The purpose of Trade is for sharing files across teams and the temporary storage of files later to be transferred to an N: or O: drive.

· When emailing attachments to cross team members, it is recommended to place file(s) in a folder on the P: drive and reference or link the path to the file(s) instead of attaching the file(s) to your email.  This will eliminate unnecessary file duplication on the Email server, saving space.

Additional Mapped Drives
There are instances when a user will need additional mapped drives in order to accomplish their daily assignments.   These mapped drives are assigned to unused letters from F thru Z.
Examples:

· When users from different teams need to access the same folder/files not located on N, O or P drives.  

· When a user needs to frequently access a NDE server, such as, for website updates.
Local Disk Drive
· The local C drive is not to be used for file storage.  This drive is not backed up.  Files will be lost if the drive fails or needs to be reworked.
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