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Web Interface View

How Do | download a file
for viewing and editing?

1. Please open a web browser (
Internet Explorer, or Firefox or m C L S
Safari) and navigate to \2 A2/ OLUMBIA AW CH OQ L
https://remote law.columbia.edu H & G drives file transfer online
2. Please enter your law school
username and password and click on
the Log In button
— Log in
Username: |ike||y| x |
Forgot Usermname
_Password:|o.olooolooo |
3. Click on the scroll bar on the right u
ghtup @ COLUMBIA LAwW SCHOOL
and down to locate your preferred
folder and click on it Y Fiter % Tools Lanauane 2 Account
Powered by the Col (™ My Folders
[m] BootableUSB 12/23/2014
~ @ My Folders (N 2
-a 1016/2015
W Afolder,
- A O Certs 8/M9/2015
W AAA
o O Clerkship G drive access 8/28/2015
W AD SecL
) Gzt O Computer Upgrade-Optipl.. 212412015
@ Active D
W Active D O Conference Call 6/25/2013
@ Admin
= Adool O Desk 41312016
4. Click the file that you would like to &2 Cotumaia Law ScHooL

download and you will see the options
at the bottom of the screen, and if you
click the Save button, the file would be
downloaded and saved in the
Downloads folder on your computer.

You could also click the down-arrow
button next to the Save button and
choose Save as and then you have the
options to can specify the location
where you would like the file to be
saved
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Powered by the Columia Law School T O by Fgers | Buiget
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8 Cleriship G dive access st

8 Computor Ugrade Cpiierst

Save

Save and open
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5. Choose the location you would like to
save the file and click press Save
button.

Search Documents

|5 » Libraries » Documents »

Organize + New folder §= ~ @
- . [
M Desitop Documents library i T
& Downloads Includes: 2 locations
%l Recent Places L .
RealPlayer Cloud Plame E
& OneDrive |\ Corel User Files
& Google Drive |\ CrashDump
I\ CyberLink
9 Libraries | poCc1
|5 Documents | EveryonePrintTest
Jﬁ Music L) Fax -
=1 Pictures T ——| v
TR T F 2016 — Pro Forma - FY2016-01 -
Save as type: | Adobe Acrobat Document -]
= Hide Folders [ Save ] [ Cancel ]

How do | upload a file?

1. Click on the scroll bar on the right up and

up and down to locate your preferred
folder where you would like to upload
your file, click to open this folder. In this
example, it’s the Budget folder.
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Y Filter

Powered by the Co. (™ My Folders

] BootableUSB 12/23/2014

[~ @ My Folders ™ 2

-aA @ Budget 10/16/2015

& Afolder,

- O Certs 8/19/2015

- A

. O Clerkship G drive access .. 8/28/2015

@ AD Sect

U fz=eml O Computer Upgrade-Optipl... 202412015

W Active D
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& Admin

& Adtool O Desk 4/1312016

2. Click icon as specified in the

screen shot on the right.
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Y Filter 12 Tools

C' My Folders / Budget

File Upload

~ @ My Folders A [0 Name a Size a Date <
A
& A folder. fest TE! m| ITFY2016 - Pro Forma - FY2016-Q1 pdf 12941 KB  10/16/2015
[ Y
. ] @ ITFY2016 - Pro Forma.xisx 100.83 KB  10/16/2015
W AAA

W AD Security Scal
@ Account Chart §
i Active Directory
@ Active Directory :
@ Admin

W Adtool

W Away-05-2015




3. Click on the file name for the file you
would like to upload to your H: drive,
and click Open button. In this case the
file name is Printing report for
November 2015.

o |
(I o porumen s | ]

Organize * MNew folder

= Choose File to U

% Favorites 5 Documentslibra.. ., . 1
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4 Downloads Name ’ i i gg:t

ff‘.l Recent Places L4 i

RealPlayer Cloud 3 :: ;Z:I:eg:\sstration Issues g gg:t
#& OneDrive ] Printer Labels 7 |GRHL
L Google Drive Printing report for November 2015 8 |GRHL
property settlement 19[: gg:t
Gl Libraries Protect your document 11 GRHL
[ Documents REGISTER MEW HOST 12 |GRHL

o Music REGISTER NEW HOST-drapDown I GREL,

[E5] Pictures resginLetter

B videos & Terry Flight Information 16 |GRHL
=l test

1% Computer = m 3

L rinting report for November 20158 lAll Files (.7}

E Open i [ Cancel ]

m

4. Asyou see, the file called Printing
report for November 2015 was
uploaded to the H: drive.
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[
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Where are my G drive files?

1. Your G drive files are housed in a
folder labeled Groups, please click
on this folder to view your G drive
Files
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GhostDisks 2/28/2014
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mA [} GoogleDesktopSearchEnterprise 2/8/2006
W A folder, test TES
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W AD Security Sca
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B Adtool [ HD System 2/812006




How | delete a file?

1.

When the check box for a file is checked
as the screen shot shows, the following

icons ate available for you to manage Foeredby e Golimbia faw Senost T Bert Filter ols —

% 0, COLUMBIA LAw SCHOOL

yOUI ﬁle: C' My Folders /| Budget
lil ~ @ My Folders A [0 Name - Size A Date a
- Download the checked file. =-a
B A folder, test TES O ITFY2016 - Pro Forma - FY2016-Q1.pdf 129.41 KB 10/16/2015
/ -
— _ Rename the Checked ﬁle [ O @ ITFY2016 - Pro Forma.xlsx 100.83 KB 10/16/2015

8 AD Security Scai

8 Account Chart St
- Move the checked file. 8 Active Directory

i Active Directory

n - Trash (delete) the checked file. O &t

W Adtool

Printing report for November 2015 xls. 270.00 KB

B Away-05-2015




