Corporate Drives

My Documents (H:) Drive
· This is your individual drive to save to, all of your documents should be saved here. The primary benefit of this is that network drives are backed up regularly and your files will be protected against any possible failure of your local hard drive.
· Examples of personal files include time sheets, vacation request forms, expense forms, etc.
· [bookmark: _GoBack]They will also be accessible from other computers on the network that you log into. For example, the Bidroom Laptop.

Corporate (N:) Drive
· Whissell’s corporate-wide shared drive, containing files relevant to the whole organization.
· To find the folder for your team, just double-click your department name and navigate through the sub-folders. You should already be able to add and edit files in your team’s corporate folder.
· Please try to keep a controlled hierarchy of folder and document titles. Naming conventions ensure information is easily located and identified.

Picture (P:) Drive
· Please add all pictures following this format Job # - Job Site Location
· All pictures that are uploaded should be reviewed – Please delete any double, blurry, or irrelevant pictures.


