How to Access “My Documents” files from Home

1. Open your web browser and type the following URL: www.meriden.k12.ct.us
Click Sharepoint/Intranet at the bottom of the page.
3. Click on the Intranet button.

Intranet

4. You will be prompted to enter a user name and password -
a. User name = your full BOE email address
b. Password = email account password
c. Check box to save password if you are on your private computer
d. Click OK
5. Click “My Docs” located in the upper right corner of the page:

Home Calendars My Docs

Print This Page

6. Click this link:

Click here to go to My Docs Online now

7. You will be prompted for a user name and password again. Repeat step 4 above.
8. You now have access to your folders located in “My Documents”.

9. Click directly on the blue link of the file you want to access.

10. Click Open on the File Download window and the document will open.

File Download x|

Do you want\to open or save this file?

@ j Mames aug_24 pre_reg.doc

Type: Wicrosoft Office Word 97 - 2003 Document, 79,0KE
From: wiww, meriden. k12 .ck.us

Open Save Cancel

harm your computer. |f pou do nat trust the zource, do ot open or

|--'y‘~ Wwhile files from the Intemet can be useful, zome filez can potenhially
- zave this file. \What's the risk?
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http://www.meriden.k12.ct.us/

11. You now have full access to view or modify the document. If you modify the document you
must save it on your own computer and then upload the modified document to replace the

original document.
a. Itis recommended that you save the modified document to your computer desktop to

locate it easily. After the file has been saved to your desktop and closed take the

following steps:
i. Click Upload Files located to the left of the Parent Folder

Browsing: FTPROOTYPowerSchoolReports
Mames

Upload Files Parent Folder

ii. Click Browse to locate the file

Select Document

File: | ~® Browse... |

Upload Files |

iii. Click on the file and it will appear in the File Name window
iv. Click Open negxt to the file name

2l x|

Loak, ir: IE} D/Esktcup j - I'ji "

[0 adsktop file. rtf

File name: Idesktnp file. rtf j m
j Cancel |
]

Files of type: | &0 Files 7]

MPS Intranet Instructions.doc 2



v. The revised file is ready to upload to your “My Documents” folder. Click
“Upload Files”

Upload File: \\boe taffdatas’ mary.natlo/ABC

Select Document

File: IC:"—.Dccuments and Settings\'-.rwwatlc Browse... |

| Upload Files I

vi. A box will open after the file has been uploaded. Click OK

wWindows Internet EXp x|

L] "-.,‘ File Uploaded.
[ ]

12. Click the Parent Folder at the top of the page to return to your complete list of documents at
any time.

Mame Modified Size
Parent Folder
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