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How to access files on Homespace with
a Chromebook

It is possible to access, edit and print files stored on Homespace using the MyFiles service.
Please read this document and ensure you copy any updated files back to Homespace
before returning the Chromebook.

The editing features of Google Docs are not as extensive as Microsoft Office, but acceptable
for basic editing of documents. Some advanced features will not be supported.

1. Within Chrome, select the my.shu.ac.uk New Tab X
Managed Bookmarks tab and select ‘MyFiles’ c0la

my.shu.ac.uk bookmarks Forqui

[ Office365 Online

2. When requested, enter your SHU usercode and Username
password. Lassword |
[ |

3. The browser will open at the root  [Fres v stsee [me- S
75 View, editand sharing = | g New + X I A [

of your Homespace folder. e —

hm .
@ [ Student Shared Drive o Size Type Date Modified

L Folder 12/5/2016 10:48:44
Bl Downioad Folder 12/2/2016 11:19:55
= MD7 Folder 6/16/2013 11:53:15
B MyWork Folder 12/2/2016 11:19:55
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4. Select the file you wish to edit or [Fra - swses 5 re- o

print. 'E!i‘/v;ew,eunamsnanng- “New - w1 Rename X Delete \_D(Inpy o Cut B = Detais Selact all
B l.m : = :b::r 12?‘1;2:::2 56:06

Press the 'Download' button to i S I i
download the file to the Defauit.rdp 22KB Unknown file type 9/20/2016 16:45:30
Chromebook.

5. Accept the Downloads folder as  [seenes ”
the folder to download the file to | &
and press the 'SAVE' button. v 8 coegerve priemedfed

> B My Drive

& Downloads

Assignment1.docx Word document = m CANCEL

6. Search the Chromebook for the
'Files' application and open the € B '
application.

To do this, select the Chromebook c
. . Files

menu and enter 'Files' in to the

Search box.

7. Select the Downloads folder and - o x
open the file you have just : e
doWnloaded. > B MyDive °Aﬁs\gnment1docx 13KB  Word document Today 1557

. . . @ Recent
The document will open within ¥ oitee

Google Docs to allow for basic
editing and printing.
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8. If the documented has been .
. ; . [ Fodders | |2 [= | View ~ Search |/ Hie - & Upload
edited and you wish to retain the ‘F—»l—l "o | "'—J
changes you will need to copy the | 77 View. editand sharing ~ 1 New ~

file back to Homespace. [ Home drive T o

= Student Shared Drive
- Name -

To do this, open MyFiles and -
select 'Upload'.

9. Within the dialog box, select

Simple Drag and drop Java Silverlight From URL

'‘Browse..." and then select the file o o o s e e o s

You can upload zi
using " ip" command in the context menu.
m size of all uploaded files shouldn't exceed 2 GB.

you wish to upload from the
‘Downloads' folder. -

Once done and the document
appears within the window select
the 'Upload' button.

10. Browse to the folder you wish to =l WebDrive
upload the file to and if prompted, ] Assignmentl docx [ [IFEATES
accept the message to overwrite Default.rdp
the existing file.

Your updated file will appear within
MyFiles as being updated.

Warning - Before logging out of the Chromebook please
ensure all files have been transferred to other storage

On logout from the Chromebook your user profile will be removed and any files
downloaded to the Chromebook will be deleted.

Please copy any files you wish to retain to Homespace, USB or cloud storage.
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