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Wh a t |l s WebDi sk?

Your account on the student computer system Tiger includes
1GB of file space that you may access from any networked
computer. This web accessible disk space represents a secure
location in which to save your most important files; it is far less
susceptible to physical damage and data corruption than a USB
flash drive, and the University routinely backs-up

student accounts providing the possibility of file recovery in
even the most hopeless situations.

What is WebDisk?

Opening Your WebDisk
Copying Files TO WebDisk
Copying Files FROM WebDisk
Navigating Your WebDisk

Managing Your Files & Folders

eSearching eSelecting
WebDisk is a website that allows you to copy files to and from -Crea.ting -Delet.ing
your Tiger file space, as well as to manage the files and folders that 'MOV'”Q. *Copying
occupy that space. eRenaming

We bDi sk

Log in to WebDisk (webdisk.towson.edu) using your
Towson username and password. (Fig 1). The first time you
use WebDisk, you must set a few configuration settings.

Figure 1

Once you enter WebDisk, you can view your current space Username:
usage in the title bar of your browser window (Fig 2, 1). (o o )
Password:
Copying Files To Webl (Leon)
1. If You. wish to uplgad (copy) Figure 2 ;
a _ﬂle into a speCIﬁC fOIder’ e aeinstl@tigar.mmn‘q‘ EIBKB EU.EI}E} 859-1 - Open WebM - Windows Internet Explorer LEIEI
click on the folder name to @ = e ey A — 8 [% [ [ Towson rivers
A Psi Iger.towson.edu/ wel IsK/Cgi-bin/openwebn maill-we ¥ Towson NIvErsiy
Open the f0|der and dISpIay Fi\:/fEdi‘t (=8 Favorites Tools Help
Its Contents' OtherWISe the ﬂ? e IRaemsﬂ@tiger‘towsomedu7616KB(0.6%)—10{07”. ]_} H ﬁHO"”E

uploaded file will display in
your root (starting) folder.

Your Files

2- In the bOttom rlg ht area Of = Dir / & Folders Show hidden files [7] Thumbnails [7] Single page [7]

the page, |0cate the bOX Filename & Size Last modified time Perm [

. 21 Mail - ws::!expon.fhome.f/d/w!aei 4096 08/08/2008 10:18:49 am rwx [

labeled Upload (Fig 2, 2). 3w 4096 08/08/2008 101856 am  rwx [

Click Browse (Fig 2, 3) 1 mail > sys::/export/home/mailia/eli/aeinsti/mail <Dir> 4096 08/08/2008 10-19-44 am  rwx [

. [&] fema galvestan flood 38813 jpg 3496002 10/07/2008 10-37-20 am rw- [

tO the rlght Of the l-)OX t.O [&] tulogo. gif 3803 10/07/2008 10:37:43 am rw- [
display an Open File dialog 3 Dirs, 2 Files 3 Listed file size: 3.3M

Operation

box (Fig 3).

3. Navigate the disks and
folders on the computer at
which you are working to
locate the file you wish to
upload (copy) to your WebDisk.

DestinedMName:

[Copy” Move ][ Symlink ][ Delete ]F
Search

NewFil,
0

Upload ( filename or
Browse. . Uplnad

R

Ld'i‘/, '/A of) i

Filename -
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4. Double-click on the file icon to select the file, Figure 3
close the dialog box, and return to WebDisk. Chooss file B=
Lookin: [ {3 Documerts = = ®EckE-

5' Ellgtk the ;Jpload cb|UttZrt] (rlg?t(lgf tz)e ?ArI_O\nge k L;g EAdobeSm:kPhotos (hPublications @wishlist
utton referenced in Step ig 4). WebDis o, oo )
will copy the selected file into your account and Do E%azr Double-click the
= My AL -
display a confirmation message in the EE%, Mm icon of the file you
=% wish to upload.

Messages box. ~]
_J ISy Pe
\-jMy Tei

Documents | 28y web Sites “ cook 35 Layout SIUNDS

. . . - IC0utiook B Leave Calculator
Copying FiWeebsDiFrko m|| @1 Se= Sl ks
””””””””””””””””””””””””””””””””””””””””” i @PressPR | TechnologyFluency03Report_Cave
1. On your WebDisk page (Fig 2), locate the file _ fl"m’e‘“ “SC’*EELD‘“T“-RBC -

you wish to download (copy) to the computer N:% N I\ 3 —
at which you are working. Clicking on the Hesoltpe: AT £ = =
filename will produce one of two results -

depending on the format of the file:
Figure 4

A. If the file is compatible with your web browser (e.g., html, gif,
jpg), it will open in a new browser
window. Should this happen, select

it B BB

{ I @ Srom Four browser’s C A rheéhu Upload ( filename or URL )
to save the file to a disk on your C\Documents and Settings\c| Browse... || Upload
computer. — e

B. If the file is incompatible with your web browser or
unrecognized by your system, WebDisk will display a -
File Download dialog box. (Fig 7) Click the Save button to | Flgure >
open a Save As dialog box (Fig 5). | Fite Download

Do you want to open or save this file?

2. From the Save As dialog box, navigate to the disk and folder N .
in which you would save the file. Then click the Save button Bl i :;j:ﬁ:f;“::‘d‘f“"‘““f1“'@
in the dialog’s lower right corner. WebDisk will save the file,
close the dialog box, and return you to your WebDisk session. L oo |

When first you open WebDisk, it
displays the folders and files at the Figure 6
highest level (or root) of your file
space. By default, a single WebDisk _
page shows ten lines, each e

representing either a folder (23 Contribute <Dir> 4096 12/21/2004 12:43:29 pm
1 Mail > sys::fexpert/home;

or a file (Fig 6). Cawvw Look here for the
1 mail -» sys:fexport/home name of the folder you

To view pages displaying additional épa;e'mmf“emp'ﬂfe-w

H rais - -
files, use the page selector ) Sent ltems are currently viewing.

H H H H H [3] Thumbs db -
hlghllghted n Flgure_ 6. Or, to YIeW all ] Trash [Edit] 493 05/17/2006 11-16:46 am
of your folders and files on a smgle B8] beverage budget xis 11776 09/23/2005 01-15°50 pm

4 Dirs, 15 Files Listed file

scrollable page, click the checkbox .
|abe|ed Single page |n the Upper rlght DestinedMame:
corner. You may also search for a file symink | EEMIEE click here to

. . Upload ( filename - -
using the Search tool described below. Use these tools |ETE display all files
to move among and folders on

multiple pages. a single page.
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All accounts include certain system folders (e.g., Mail, News, WWW, etc.) which you
should take care not to rename or delete. You can create additional folders to organize
your files in a way that makes sense to you (described below).

¢ h ht 9b ! Ch[59W Figure 7 i
To open a folder and display its contents, webbisk | Click the folder Wadd,

click on the folder’s name (Fig 7). PoARENNEENR"] up icon to return T
= Dir / U

to the parent

= ¢
L4 1 _borders

¢h w9¢! wb ¢h ¢1 9 | [lenames
C||Ck the folder_up iCOn (F|g 7) to dISp|ay i s::/export/home/mailir/c/alrcave1/Mail
the contents of the folder one level higher

- s 12/ 1 _private
<Dir> 4096 0572 1 _vtL_bin
<Dir> 4096 09/2] — _V5m

saxport/hc - - — 409 <

(in other words, the parent folder). ;‘::;:‘p”ﬁ'e’“ 1 Click a folder 2 doamed

() sent Items name to open 493 0511 gdw

[ Thumbs db 11264 09l Ll images
Search|ng 7777777 For 77777777 f%“'leu R the folder e

In the bottom left area of the WebDisk

page, you will find a search tool. If you Figure 8
are looking for a file with a particular i Click Homedir to

name or all files with a particular return from the

xtension, this f r n sav 0
exte Slot ’ftt,s eature can save Filename search results to
YOU aloto Ime. (1 Contribute <Dir>
1 Mail -> sys:/export/home/mail/r/c/alrcave1/Mail <Dir> the rOOt fOIder'
1. First select a category by which [l AV DI
) ) (J mail -> sys::/export/home/mailir/c/alrcavel/mail <Dir> 4096 08/18/2006 02:49:41 pm ]
to search; the default is Filename HT] 1panelpostertemplate. ppt 371712 03/02/2005 111018 am  rw- [J
(Flg 8) Drafts [Edit] 493 05/17/2006 10:52:53 am  rw- [
) Sent ltems [Edit] 493 05/17/2006 10:52:53 am  rw- [
[3] Thumbs.db rw- [0
2. In the box to the right, enter the (2] Trash rw- O
filename (or some part of it) for et rr
4 Dirs, 15 Files
which you want to search. You & v

may use wildcard characters (* estinediame |_ 4 Click to begin
or ?) to make your search more il 2 : Searching
efficient. For example, to search enapl L o m——————rmm—
for I JREG files, you would enter
“* jpg” (without the quotation
marks, of course). To search for a

Messages

set of files with names that differ
only by a few characters (e.g., 03oct01.txt, 030ct02.txt, 030ct03.txt), you would enter
“03oct??.txt".

3. Finally, click the rightward button labeled { S| KBK3).

4. To return your root folder after viewing the search results, click the Home button on the
WebDisk toolbar (Fig 8).

Selecting a File or Folder

Each row of files and folders ends with a checkbox (Fig 9). To select a file or folder, simply click on
its checkbox. To deselect, click the checkbox again.

Creating a File or Folder

1. Open the existing folder within which you want to create a new folder.

2. Inthe box labeled DestinedName, enter the name of your new folder (Fig 9).

3. Finally, click the MkDir (a ale 5 %edtdry) button to create the folder (Fig 9).
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Del eting a Filriues
1. Select the doomed file or folder
L : a1 Q| @ ﬂ ﬂ
us|ng |ts Checkbox as descnbed Harmedir| Refresh|  Ulebhdail| AddrBook| Calendar| Pref | Logout
= Dir / Show hidden files [] Thumbnails [] Single pam
abOVe- Filename a Size Last modified time Permlll []
1 Contribute <Dir= 4096 12/21/2004 12:43:29 pm  rw [
H 1 Mail > sys:fex 5/21/2003 01:22:56 pm 1w xM []
H ® Click the Delete button located T To create a new fold- | umn I
beneath the DestinedName box £ mall > sys:lex B/18/2006 02:49:41 pm 1w ] [
(Fl 9) E] 1panelposteriten er’ enter a name and 3/02/2005 11:10:18 am  rw - (1
g " Draﬂs - . 5/17/2006 10:52:53am  rw -l [
€] Sent Items click MkDir . 517/2006 105253 am  rw - []
-39:39am  rw-fl [
Operation y AG46am  rw-
‘ 1550 pm rw
DEEtIﬂEdNHmEI |l'|EII|ﬁES| . Listed file size: 8
-':Dp‘_f l Move § Symlink I Delete I Chm
|F\\ename h ) \ TO Select a file

3. WebDisk will display a
confirmation dialog; click OK to
complete the deletion. There is
NO UNDO function, so be
careful! If necessary, you may be able
to recover a deleted or damaged file
from a recent backup of your account.
Call the SCS Help Center
(410.704.5151) should that become

Messages ) or folder, C"Ck
) its checkbox.

necessary. Whether renaming, moving or
copying, enter a path here using
MoVvi n g a Fil e or forward slashes (/) to separate
1. Select the file or folder using its folder names.

checkbox as described above.

If renaming or copying, be sure
to include a filename at the end.

2. In the DestinedName box (Fig 9),
enter the folder path to which you
want to move.

For example, if you wish to move the file piano.jpg from the root folder into the folder Jazz,
which is a subfolder of Genres , which is a subfolder of Music...

1 Dir/
1 Music
1 Genres
1 Jazz

you would enter Music/Genres/Jazz.

3. Next click the Move button (Fig 9); WebDisk will prompt you to confirm the move. Click OK
and the file or folder will disappear from the current page (folder). To find it, just navigate to
its new home.

Renaming a File or Folder

1. Select the file or folder using its checkbox as described above.
2. In the DestinedName box (Fig 9), enter the new file or folder name.

3. Click the Move button to complete the change.

4
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1. Select the file or folder using its checkbox as described above.

2. In the DestinedName box (Fig 9), enter the path and folder into which you want place a copy
of the selected item. Be sure to include either the same or a new folder/file name at the end.

For example, if you wish to make a copy of your 2 2 2 folder and you want it to reside in the
same folder as the original, you might enter "WWW_backup”. If instead you wished to make a
copy of your 2 2 2 folder in subfolder named . I O] yamidvould enter “Backup/WWW".

3. Finally, click the Copy button (Fig 9) to complete the operation.

Exiting WebDi sk

To exit WebDisk and log out, click the Logout (right most) button on the ebDisk

WebDisk toolbar. ot
Hornedir| Fefresh

Addi ti onal Resour ces

&b

While we sincerely hope that this guide met your needs, we recognize that different learners have
different learning styles. If you feel that you would benefit more from classroom instruction, let us
know (scs@towson.edu); in turn, we'll let you know when and where the next training opportunity is.
Thank you for using this guide!




