University of Management and Technology
Step-by-Step Guide For Using Network Resources

In this document

How To

e Access a Share Folder

e Share your own Folder

e Share your CD-ROM

e Access a Printer which is Attached to a Computer
e Share your Local Printer

e Access Network Printer
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Access a Share Folder

Click on Start button and select RUN or simultaneously press Windows-ButtonE_ +R.
Type address of the computer on which the folder is shared followed by “\\ ” for eggs ” \\databank ” or if you
know a complete address you can use it for e.g. “ \\databank\uninstall”

3. Locate and browse your required folder

Step 1. Click on Start button and select RUN. Type address of target computer for e.g. “ \\databank “ or
“\\databank\uninstall”

Run 2| x|

Tvpe the name of a program, folder, document, or
Internet resaurce, and Windows will open it Far wau,

Sl databank C: j
g Ik ; Zancel | Browse, .. |

12

Step 2. Locate and browse your required folder
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File Edit Miew Favorites Tools  Help

\_)Ban:k - \‘_J - le /.:jSearch i Falders Elv @ Falder Sync
&ddress j ﬁ,ﬁ,databank{:
By 7 DAP @Dptiuns | = Snftwarej| |}3 | '@' D.-"L| o file= ﬁa’: | &
Metwork Tasks & / GG / Auditors
. =

.5.2 &dd a nebwork place

& view network connections

] . M3 Data Strocutures-C5
< et up a wireless network, - -
for & home or small office ==

@ Search Ackive Direckory

~ Show icons For networked 1"/' IIE 1"/ Kafeel 55H

UPRP devices =p =
oOther Places & 1j Madam Maveeda 1"/' Moodle Ebooks
3%y Umt -H -H
@ Entire Metwork T‘/' O 1j oS
o Attig =4 —
h:i My Docurnents -
'{;, Printers and Faxes T‘/' Skaff _Ininskall

—

Share Your Own Folder

Right click on the folder you wish to be shared.
Select Share this folder radio button and click on Permissions.
Select Add button to add member to grant permission.

PN PE

Add user by writing the login name which would be Employee codeof the user. Check the name to confirm by
clicking check button and click on OK.

Click on Security tab and select the Add button.

6. Add user by writing the login name which would be Employee code of the user. Check the name to confirm by

b

clicking check button and click on OK.
7. Select the user from Groups or usernames list and |Select appropriate permissions from the Permissions
selection box. Click Apply and then OK.
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Step 1. Right click on the folder you wish to share.

Step 2. Select Share this folder and click on Permissions

|
Open

Explore

Browse with ACDSee

Add ko ¥LC media playver's Playlist
Search...

Cpen as Mokebook in Onefloke

Play with ¥LC media player

7-Zip b

': Sharing and Security,, >
B add to archive. .,

B Add to "Share.rar”

B Compress and email. .,

B Compress to "Share.rar” and email
&, Groove Folder Synchranization 3

General  Sharng I Seu:urit_l,ll Eustnmizel

[ Y'ou can zhare thiz folder with other users on pour
network. To enable sharing for this folder, click Share thiz
folder.

.

" Do not share this folder

'@Share thiz falder

Share name:; IShEIfE

Comment: I

Lzer lirmit; % Mawimum allowed

= Allow thiz number of uzers:

- T — -
To zet permizzions for uzers who access this
: :

folder aver the netwark, clhick Permizsions.

To configure settiings for offine access, click Caching |
Caching.

||

“Windaws Firewall iz configured ta allaw this folder ta be shared
with ather cormputers on the networl:.

Wiew your Windows Firewall sethings

k. Cancel Apply
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Step 3. Select Add button to add member to grant
permission.

Permissions for Share 2]

Share Permizszions |

Group ar user names;
ﬁ Evemyone

Add... Remove |
Permizsiong for Evernvone Ao Deny
Full Contral O O
Change O O
Read O
] 4 Cancel Apply

Step 4. Add user by writing the login name which would be Employee codeof the
user. Check the name to confirm by clicking check button and click on OK.

Select Users, Computers, or Groups 2=

Select thiz object twpe:

IUsers, Groupz, or Built-in zecunty principals Dbject Types...

From thiz location:

Iumt.edu.pk Lacations. ..

X

Enter the object names o zelect [examples]:

= e Nares

Advanced... | Cancel

d

¥
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Step 4. Select name from the list of Groups and Users and
Select appropriate permissions for the user, Click on Apply
and thenOK.

Step 5. Click on Security tab and select the Add button.

Permissions for share

Share Permizzionz I

2l x|

Group o user names;
ﬁ Eweryone

ﬂ Test Account [testiaumt. edu. pk] @

Share Properties
General I Sharing Custarnize I

GTDUIZI ar User names:

ﬁ Adminiztrators TR dministrators)

€] “emm————C 1 . k)
€7 CREATOR OwNMER

2l x

€7 SYSTEM
m zers TR | =z
Add... | Rermowve | ‘m' EI
o Permizzions for &dministrators Allow Deny
Pemizsions for Test Account Deny
Full Caritral o =
Full Control O Madify O
Change O Fead & Execute O
Read O Lizt Folder Contents a
Read O
Wafrite O
[ | Dl reimimin (o | (o | LI
For zpecial permizzions or for advanced zettings, Advanced |
click Advanced.
{ aE. } Cancel |€ Apply } k. Cancel | Apply |
Step 6. Add user by writing the login name which would be Employee
codeof the user. Check the name to confirm by clicking check button and
click on OK.
Select Users, Computers, or Groups ﬂﬂ
Select thiz object type:
ILlsers, Groups, ar Built-in secunty pincipals Object Tepes.. |
From thiz location:
Iumt.edu.pk Locationg. .. |
Enter the object names to zelect [eramples]:
Test Account [beshSumt, edu.pk]] @ EEheck M ames P
Advanced... | Cancel |
o
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Step 7.Select the user from Groups or usernames list and Select
appropriate permissions from the Permissions selection box. Click Apply
and then OK.

21X

Generall Sharing  Security | Eustumizel

Gru:uup ar Uzer names:

€7 CREATOR DwNER -]
€5 SvSTEM
% Lnt [test@umt edu.pk
€7 Users [ATTIO W sers)
1| | »
Add... | Remove |
Permizziong for Test Account Allo Dery
Full Cantral O =
Modify O
Fead & Execute O
Lizt Folder Contents O
Fead O
Write O
C i - I S (g | ;I

Far zpecial permizsions ar for advanced settings, Audvanced |
click Advanced.
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Share your CD-ROM

1. Click on start and right click on My Computer.

Select your CD or DVD ROM and right click on it. Select Sharing and Security.
3. Select radio button Share this folderand click Apply then click OK.

Step 1. Click on start and right click on My Computer.

Step 2. Select your CD or DVD ROM and right click on it.
Select Sharing and Security.

Internet JMyDocuments
Internet Explorer
N
“,E JMyPktures
-~/ Microsoft Office Outlook )MY
Launch Internet =
Explorer Browser €. 1 My computer
ST \':.}Mymrkm:es
VC Run YNC Viewer
(3 controlane
°\- B Prompt @S&Proqeml\ccessand
P Defaults
*:t;Remote Desktop Connection e Connect To >
‘g Paint \éPritersandFaxes
@_]S«MRecordu @mmw
o ’)Seach
M YLC media player skinned
L | 7 Run...
All Programs  »
Loqoff @Sh\toown

gﬂ 2 ,[Eoriversmdoownloads | I_%

GTe -

Mame = | Twpe

“e® | ocal Disk (C1) Local Disk:,

“a Mew Yalumne (0] Local Disk,

S Mew Wolume (E:) Local Disk,

S Mew Yolume (F:) Local Disk,
; D Drive

Open
Explore
Search...

(F)5can with ESET MODE2 Antivirus
Advanced opkions 3

£ sharing and SecuritE. :}
‘Wrike these files ta CD

B add to archive. .,

B Add to "Archive. rar”

B Compress and email...
B Compress to "archive.rar” and email

Eject

Copy

Create Sharkouk

Properties
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Step 3. Select radio button Share this folderand click Apply
then click OK.

DYD-RAM Drive {(G:) Properties ed B

Generall .-’-'-.utu::F'IayI Hardware Sharing | Heu:u:urdingl

P

o Y'au can zhare this folder with ather uzers on your
nebworlk. To enable zharing for this folder, click Share thiz
folder.

£ Do not share this falder

@S hare thiz folder

Share name:; IG

Comment: I
I zer limit; b auimum allowed

" Allow this number of users: I =1

=i

To =&t permizzions for users who access thiz B |
falder aver the netwark, chck Permizsions.
To configure zettings for offline access, click Caching |
Caching.

YWindows Firewall is configured to allow this folder to be shared
with other computers on the netwark.

Wiew wour Windows Firewall sethings
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Access a Printer which is attached to a Computer

E:)
1. Click on Start button and select RUN or simultaneously press Windows-Buttonl__-" +R.
2. Type “Computer Name” or “IP Address” followed by “\\” for e.g. “\\databank“or “\\172.2.0.9 ”.

3. Inthe Share location you will see the share printer icon—b?a;-. Double click on it to install.

Step 1. Click on Start button and select RUN. Type “Computer Name” or “IP Address”
followed by “\\” for e.g. “\\databank“or “\\172.2.0.9 ”.

= Type the name of a program, folder, document, ar
e Internet resource, and Windows will open it For wou,

Cipen: | V"Computer Mame" or Y\"TP" @ w |

m[ Cancel ][ Erowse. .. ]

Step 2.In the Share location you will see the share printer icon_h*?a;-. Double click on it to
install.

File Edit “iew Favorites  Tools  Help

%

A \_,)' [_ﬁ ,:\J Search || Folders ' @Fnlder Sy

Address | § 1724000

Metwork Tasks

ﬂ? Add a nebwork place

eJ Wigw network conneckions

L Printers and Faxes
< St up a wireless network _@
Far a hare or small affice

@ Seatch Active Direckory

| F
. -
iy,
=
1)
o
m

~ Show icons For networked
IUPRP devices
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Step 3. A print management window will popup. You can make this printer as default by
Clicking Printer in the menu and selecting Set As Default Printer.

& HP LaserJet 1200 Series PCL on 172.2.0.11 M=

S Document  Wiew  Help

Status Owner Pages Size

Set As Defaulk Prinker
Printing Preferences. ..

sharing. ..

Properties

|

Close
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Share your Printer.

1. Click Start and then Settings. Click on Printers and Faxes.
Right click on your required printer and select Sharing.

3. Inthe Sharing tab select the Share this printer radio button and give appropriate Share name<Your name-

Department>for e.g. test-OTS .

4. Select Security tab and here you can assign specific rights to specific users to which you want to share your

printer and then click Ok.

Step 1. Click Start and then Settings. Click on Printers and
Faxes.

Step 2.Right click on your required printer and select
Sharing.

Professional

Windows XP

.. et 1200 Series PCL Y\

=

Open

Printing Preferences.. . (17

Pause Printing

Lse Prinker Qffline

Create Sharkcuk
Delete
Rename

Properties
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Step 3.In the Sharing tab select the Share this printer radio
button and give appropriate Share name<Your name-
Department>for e.g. test-OTS .

Step 4.Select Security tab and here you can assign specific
rights to specific users to which you want to share your
printer and then click Ok.

E HFP LaserJet 1200 Series PCL Properkties
Sharing | Forts | Advanced Device Setting&l

You can zhare thiz printer with ather users on pour network, To
enable sharing for thiz printer, click Share thiz printer. Windows

Firewall iz already confiqured to allow the sharing of printers with
other computers on the network.

21

General

-

™ Do not share this printer

'@Share this printer
Share name: ITest-DTS <=

Iv Lizt in the directory

 Dirivers

If thiz printer iz shared with ugers running different versions of
YWindows, you may want ta install addibional drivers, so that the
uzers do not have to find the print driver when they connect o

the zhared printer.
Additional Drivers... |

' HP LaserJet 1200 Series PCL Properties

General | Sharing | Ports | Advanced Secuity | Device Settings |

2|

[Group of LSET names:

[ € Administrators (AT TIO\Administrators)
€7 CREATOR OWNER

ﬂ}. Povest Lzars [ATTIOPower Users)

Add, | Remove |
Permizsions for Evemone Allows Dery
Fiirit O
Manage Printers O O
Manage Docuwmnernts O O
Special Permissions O O

For special pemmissions of for advanced zettings.

o ]

Cancel | Apply |

chick Advanced.
g i 4 j

Access Network Printer

1. Click on Start button and select RUN or simultaneously press Windows-Buttonlf. +R.

2. Type “\\printsrv” or “\\172.2.0.8".

3. Inthe Share location you will see the share printer icon=£.. Double click on the printer near your location to

install.
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Step 1. Click on Start button and select RUN. Type “Computer Name” or “IP Address” followed by “\\”
for e.g. “\\databank“or “\\172.2.0.9 “and click OK.

Type the name of a program, Folder, document, or
5 Inkernet resource, and Windows will open it Far yau,

Cpen: | 1 "Camputer Mame" or 11"TP" C: " |

m[ Cancel H Browse. .. ]

Step 2. In the Share location you will see the share printer icon'iid-. Double click on the printer near

your location to install
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