How to share to the
'My Documents' folder
on your

Windows computer



Windows XP
NOTE you will need to be a local administrator of your computer to be able to create shares.
1. log in to the computer on which you want to create a share

2. Click on the [Start] button and choose 'My Documents' from the menu. You will see something like this:
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3. Right click on any empty space within the window and choose 'Properties' from the menu. A 'My
Documents Properties' Window will appear
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My Documents Properties

Target |Genera| Sharing | Security
y The My Documents folder is a shorbcut bo the target
.—-/ folder location shown below,
T arget folder location
Target: |E:'\D|:ucument$ and Settings\myuzernameity Du:ucl
l FRestare Default ][ Maove. .. ]l Find Target... l
I 0k ] l Cancel ] [ Apply l

4. Click on the 'Sharing' Tab to display a window like this:

My Documents Properties

T arget Generall Sharing |Security

= Y'ou can share this folder with other ugers on your
network. Ta enable sharing far this falder, click Share this
folder.

®Done
{7 Share this folder

M asirmum allowed

Allowy thiz number of users; I:l

To zet permizzions for users who access this
folder over the netwark, click Permissions.

Permizzions

To configure settingz for offline access, click

Caching. Caching

windowsz Firewall will be configured to allow thiz folder to be
zhared with other computers on the network,

“Wiew vour Windows Firewall settings

ak. ] [ Cancel Apoply
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5. Click on 'Share this folder' and type in a share name. Make the name something you can remember
like 'usernamedocs'. You can also put a comment into the comment field if you like to further describe the
share or leave the comment field blank.

6. While still on the 'My Documents Properties' window, click on the [Permissions] button. A window like
this will appear:

Permissions for My, Documents

Share Permizzions |

Group or user names:

ﬁ Eveyone

[ Add... H Remove ]

Permizsions for Everone Aoy Deny
Full Cortral ] ]
Change O ]
Fead .
k. l [ Cancel Apply

7. IMPORTANT you must remove 'Everyone' from this list by highlighting 'Everyone' and clicking on
remove. 'Everyone' means everyone on the internet!

8. Add access to your logon account by:
a. Click on [Add] and type in UNCLE/ followed by your username and then press the [OK] button eg

Select Users, Computers, or Groups

Select thiz object type:

|Users, Groups, or Built-in security principals | [ Ohbject Types. . ]

FEramn thiz location:

|uncle.newcast|e.edu.au |[ Locations... ]

Enter the object names to select [examplas]:

uncle\yourusemname) Check MNames

&) (e ]
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9. Ensure you have full control of the share by ticking the 'Full Control - Allow' tick box eg

Permissions for My Documents

Share Permizsions |

Group or uger names;

€7 dib727 [UNCLE 727

Add... Bemove
Permizgions Allaw Deny
Full Control
Change
Read
I (] 4 ll Cancel l[ Apply ]

10. Check your details are correct and then press the [OK] button.

11. You can check your new share exists by using the How to see your shares.doc procedure. You

should see you share listed as below:

O computer, Management

Q Local Users and Groups
&% Performance Logs and Alert:
__E_r_ Device Manager
=l @ Storage
Remowvable Storage
Disk, Defragmenter
Disk Management
& Services and Applications

g Bile  Action  Wiew  Window  Help = J
& | B 2
= Computer Management {Local) Shared F... Shared Path Type # Client Connections
=l System Tools B2 ADMING CWINDOWS Windows o
Event Wigwer §cs i windaws 0
= g Shared Folders §DIPCE windaws o
% Shar?s 2L JohnDocs Simd o
g Sessions
g Open Files

|
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