Memo

To:
College Faculty and Staff
From:
Nathan Long, Academic Dean, General Education and Instructional Support Services
CC:
Teresa E. Goodwin, President; Dean Kathleen Carissimi; Dean Carolyn Hunter
Date:
September 23, 2008
Re:
Shared Drive and Personal Drives
PLEASE READ CAREFULLY
Shared Drive or S:\ Drive

Beginning this week and through October 10th, 2008, we are asking faculty and staff to begin removing elements that belong to them from the shared drive, also known as the s:\ drive. Documents that need to be accessible to students or to the entire faculty or staff should be identified and we will work on a plan to make sure these documents are properly uploaded to the web server (see below). 

IMPORTANT: On October 10th, 2008, the college is doing away with the shared drive, and there will be no shared drive on the new CITRIX environment. Any vital information should be moved promptly and any data you would like to archive should be moved as well. Use the information below as your guide:

· In place of the shared drive, documents created that are drafts or used for personal work purposes should be moved to your CITRIX account. For information on how to do this visit http://www.thechristcollege.org/?id=661&sid=2 (Technology Tutorials Page). 

· In place of the shared drive, course faculty will be expected to use their master courses and/or course repositories in ANGEL for course-specific information/data, such as lectures and other class media. Course repositories and master courses should not be a dumping ground, however. We will release additional protocols pertaining to this in the short-term.

· In place of the shared drive, all institutional-specific data (such as forms, handbooks, and general information), will be uploaded and downloaded through the college website. This will be our sole means of document distribution and access. Using the website in this fashion will also help the institution effectively maintain and update crucial documents and resources for students, staff, and faculty. 
· When forms need revised or replaced, the new documents should be sent to me electronically and I will upload to the location you specify on the web. My email is Nathan.long@thechristcollege.org. 

Personal Drive or H:\ Drive

On or before October 10th, 2008, faculty and staff will need to begin using their CITRIX environment and move all data from their current h:\ (or personal drive) to their CITRIX environment. This process must be completed by close of business. To move files:

· Use the tutorials (http://www.thechristcollege.org/?id=661&sid=2) to help you understand, navigate, and save in CITRIX; if you need assistance, it is imperative you schedule an appointment with either Jo Murphy or me to help you transfer files.
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