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Document Storage


The purpose of this document is to describe how to save documents on a drive that is remote from your computer’s C drive and also how to compress files and folders to reduce the space consumed by them.

This document contains screen captures of the process. Take note of the hand point symbols (shown below) which will point to the various options you will need to select. 
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P Drive

All users within the Registrar’s Office have a personal directory allocated to them at the creation of their account on a network server – usually serv19.  This folder is commonly known as your P drive.

Staff should remove unwanted/needed files from the P drive on a regular basis as the area has limited space.

Files that could be deleted include (* Refer to Important Note below)
	Drafts that have been superseded by a final version.

Files used in the preparation of a submission/presentation that have served their purpose.

* Important Note:

The paper record is still the definitive record. Therefore, electronic records (including emails) that pertain to important University matters should always be printed and placed on the relevant file (Refer to Advice Sheet 09 – What do I file? http://www.archives.uwa.edu.au/archives_and_records_advice_sheets).  

Electronic copies of filed documents should be maintained for as long as they are needed for administrative purposes. Where it is not practicable to print and file electronic documents (eg outsize spreadsheets, maps and plans etc) you must ensure that the electronic version of the information is accessible for as long as it is required by law. For more information on how to maintain electronic information over time, please contact the University Archivist on extension 7294.

If the electronic version has been printed and filed correctly, the electronic version can be deleted (legally) at any time after.

Personal files that have continuing value should be retained even if the files have aged significantly or have not been accessed for a long period of time. Such files should be compressed (zipped), or burnt to CD.

If your area does not have access to a CD burner this can be done by ACS for you. Contact the ACS Helpdesk on extension 2822 for further details. Refer to the following section on Compressing Files for further information about that subject.


Locating your P drive

To locate your P drive directory double-click the My Computer icon on your desktop or Press the Windows Key + E. The Windows key is located next to the right hand Alt key.

You will be presented with the My Computer window and a list of your drives. The name of your P drive will vary depending on the section in which you are located. In the example below the P drive is referred to as regadminserv which is an abbreviation for Registrar’s Office Administrative Services. 
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Double-clicking the P drive icon will take you a level down. 

In the example below there are two folders, common and staff.  Note in some areas such as University Secretariat and Office of the Registrar there will be a second level of section names.

Common is a folder that everyone in the section has access to making it the suitable area to save documents and files that the whole section needs access to. 


Staff is the folder containing your personal directory. 
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Double-clicking the staff folder icon will take you a level down. You will be presented with a list of directories. Your folder will have the same name as your username. My username is aryan so I would select the aryan folder.
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For easy access you can create a desktop shortcut to your personal staff folder. Right-Click the folder with your username and select Create Shortcut. 
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Answer Yes and the shortcut to your personal staff folder will be placed on your desktop.
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You can also add this shortcut to your Office Shortcut Bar. Move the mouse pointer over the icon, press left-click (keep button depressed) and drag the icon into the Office Shortcut Bar
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The example below shows your new shortcut at the right hand end of the Office Shortcut Bar.
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It is highly recommended that users save important documents and other files to this directory as opposed to saving them to the C drive.

The files on your P drive are backed up daily whereas the files stored on your C drive are not backed up at all. By saving to the C drive you have no protection from accidental deletion, hardware failure or theft of the PC.

Data stored on your P drive can be retrieved if accidentally deleted or if a file has corrupted. The following link has information on the restoration process.

http://www.adminis.uwa.edu.au/home/restore" http://www.adminis.uwa.edu.au/home/restore
Archives and Records have produced several advice sheets on how to manage electronic records in your staff folder and any common network directory effectively. By following the advice sheets you will have a greater understanding of the use of information as a record as well as methods to prevent unnecessary duplication of information. (Refer to Advice Sheet 01 – Handy tips for managing electronic records and Advice Sheet 06 - Maintenance Checklist for Electronic Records:
http://www.archives.uwa.edu.au/archives_and_records_advice_sheets).
























Compressing Files and Folders

One way of reducing the space consumed by files and folders is to compress them. By default Windows XP supports creation of Compressed Zip Files.

Windows 2000 does not and will require the purchase installation of the WinZip program. Contact the ACS Helpdesk on extension 2822 for further information.

Note: compressed files cannot be searched using the Windows search function in Windows 2000

Also certain file types are more compressible than others; refer to the following link on the WinZip site for further information:
http://www.winzip.com/xgifcomp.html" http://www.winzip.com/xgifcomp.html

Creating a Zip file 

Right-click in the directory you wish to create the Zip File, or Select the File Menu.
Select New
Select Compressed Zipped Folder (Windows XP) or WinZip File (Windows 2000)
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By default Windows will name this zip folder New Compressed Folder.zip (New WinZip File.zip for Windows 2000) so it will need to be renamed. right-click the newly created folder and select Rename. 
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Type in the new name of the folder. In the following example I renamed the Zip Folder to XYZ Project.zip

Try to keep the name of the zip folder meaningful. For more advice on naming conventions refer to Advice Sheet 01 – Handy tips for managing electronic records, Advice Sheet 03 – Setting up a functional record keeping system and Advice Sheet 16 - Titling Documents you save to an Electronic Server:
http://www.archives.uwa.edu.au/archives_and_records_advice_sheets .  

Note – do not change the .zip extension. Also do not be alarmed if you cannot see the .zip extension. There is an option in Windows to hide file extensions for known file types, and by default this is turned on. 
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Now it is time to copy a file into the Zip folder.

Right-click a file/directory you wish to move into the Zip folder and select Cut. You of course can do more than one file/directory at a time.


file_11.png




















Then double-click the Zip Folder to open. Now Select Paste. The file/directory is then placed into the Zip file.  
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In the example below you can see the Word Document used in the previous examples. 

A brief description of the fields.

Name – The name of the File.
Type – The type of file in this case a Microsoft Word Document.
Packed Size – The size of the file after compression
Password – Does the Zip folder have a password?
Size – The original size of the file.
Ratio – Compression Ratio.
Date – Date the File was added to the Zip Folder.


file_14.png


Extracting a file from a Zip folder is very similar to adding a file except the process is in reverse (Windows XP).  Cut from the Zip Folder and Paste into the desired location.

For Windows 2000 users using WinZip, right-click the file(s) you wish to extract and select Extract. You will then be prompted for a location to extract the file(s).




…………………………..

