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Accessing Staff Storage (H:) and the District (J:) Drive on a PC 
 

Your Network Storage Folder (H:) 
Each user at BSD has a storage folder located on the network.  This is a place for any of your electronic 
documents.  It is backed up regularly, and you can access it from any BSD networked computer.  Do not save 
any documents to your personal computer hard drive.  To find your storage folder, click on "My Computer" on 
your desktop.  Select the drive mapping with your username on it (see example below).  
 

  

 

 
District on ‘BSDstaff\Staff’(J:) 
When logged on to the network, all adult users have access to the District (J:) drive. You may be directed to 
the (J: ) drive to locate District (Human Resources, for example) or other shared documents. 

 

 

 
 
Network Log-off 
All users must log off or shut down when they leave their computers.  To log off, go to the Start menu and 
select Log off, or select Shut Down.  Leaving an unattended log-in compromises the security of your account.  
 
Virtual Housekeeping and Network Storage 
Please delete unnecessary network files and e-mails regularly, especially larger files including photos, videos 
and PowerPoint presentations.  Please do not save personal photos in your e-mail or network storage folders. 
E-mails in your sent folder must be manually deleted. 
 
Bandwidth Restrictions 
Limited District bandwidth requires faculty and staff to limit personal business and e-mail to non-school hours 
and refrain from using audio, video and radio streaming. Students are restricted from using the Internet for 
noneducational purposes such as games or chat.  For curricular video/audio uses, please see your building 
support personnel to explore alternative methods of access. 
 
Student Information 
Certain student information is sensitive and users must practice extra precautions to ensure that it is kept 
secure from unauthorized persons.  These precautions may include logging off or locking your computer when 
you are leaving it for a minute (use Control-Alt-Delete to lock the workstation), not saving any student 
information except in your H drive or specific J drive locations, and not sending sensitive information via e-mail. 
 
Logging into Your “Home” School from a Different Building/Printing in a Different Building 
You can use your regular login on any computer in the district.  Please note that in order to print in a building 
other than your home school, your network account must be configured to do so.  To obtain district-printing 
privileges, please call the Help Desk at 864-8437. 
 


