
ACCESSING YOUR H-DRIVE FROM HOME 
 
1. Go to CFISD main website. 
2. Select "my.cfisd.net" 
3. Login using your Novell username and password. 
4. Select "Desktop" 
5. Double click on the "MyFiles"icon. [NOTE: You must say "Run" when you see the "uploadApplet."] 
6. From the menu on the left side, select "AD-Home Directory."  This is your H-drive! 
7. Right click on the file you want to open and select “Download.”  Save it to your desktop to work on 
   it and make any changes you want to / need to.   
8. When you are done making changes, be sure to save your file to the desktop.   
    A. Click on the icon representing your file on your desktop and drag it over to the cloud with  
        the green arrow.  
    B. Then drop it there!  
    C. You will see a message indicating that it is "checking" the file.  
    D.  If it is successfully uploaded you will see a message that says: "The clipboard contents have been 
pasted to ...." [NOTE: You should also see the file you just uploaded in the folder. If you need to make 
changes and upload again, you MUST change the name of the file to upload again.] 
 
 
ACCESSING THE S-DRIVE FROM HOME 
 
To SEE files on the S-drive put there by your Teachers 
1. Go to CFISD main website. 
2. Select "my.cfisd.net" 
3. Login using your Novell username and password. 
4. Select "Desktop" 
5. Double click on the "MyFiles"icon. [NOTE: You must say "Run" when you see the "uploadApplet."] 
6. From the menu on the left side, select "AD-High School Campus Data." 
7. Select "CSP009" (this is Cypress Springs). 
8. Select "Student" 
9. Select "Student_Read_Only." 
10. Find the folder for your teacher and open the necessary file(s). 
 
To UPLOAD files on the S-drive put there by your Teachers -- i.e., submit your work! 
1. Go to CFISD main website. 
2. Select "my.cfisd.net" 
3. Login using your Novell username and password. 
4. Select "Desktop" 
5. Double click on the "MyFiles"icon. [NOTE: You must say "Run" when you see the "uploadApplet."] 
6. From the menu on the left side, select "Student Share - HS & SPE." 
7. Find the folder for your teacher and open the necessary folder (be sure to select the correct 
period/session/course). 
8. See the little cloud with a green arrow in the top right corner? To upload your document/submission to 
your teacher's folder: 
      A. Save your document/file to your computer desktop. 
      B. Click on the icon representing your file on your desktop and drag it over to the cloud with the 
green arrow.  
      C. Then drop it there!  
      D. You will see a message indicating that it is "checking" the file.  
      E. If it is successfully uploaded you will see a message that says: "The clipboard contents have been 
pasted to ...."  
       [NOTE: You should also see the file you just uploaded in the folder. If you need to make changes and 
upload again, you MUST change the name of the file to upload again.] 


