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What Is WebDisk? 
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. 

WebDisk  is a website that allows you to copy files to and from 

your Tiger file space, as well as to manage the files and folders that  

occupy that space. 

Opening Your WebDisk 
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.  

How much space do you have left? 
Once you enter WebDisk, you can view your current space 

usage in the title bar of your browser window (Fig 2, 1). 

Copying Files To WebDisk 
1. If you wish to upload (copy)  

a file into a specific folder, 

click on the folder name to 

open the folder and display 

its contents. Otherwise the  

uploaded file will display in 

your root (starting) folder. 

2. In the bottom right area of  

the page, locate the box  

labeled Upload (Fig 2, 2). 

Click Browse (Fig 2, 3) 

to the right of the box to  

display an Open File dialog 

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. 

What is WebDisk? 

Opening Your WebDisk 

Copying Files TO WebDisk 

Copying Files FROM WebDisk 

Navigating Your WebDisk 

 

Managing Your Files & Folders 

    •Searching      •Selecting 

    •Creating        •Deleting  

    •Moving          •Copying 

    •Renaming       

  

Contents 

Figure 1  

1 

Figure 2  

Your Files 

& Folders 

Search 

Tool 

1 

3 2 



2  

 WEBDISK ESSENTIALS: POST & RETRIEVE FILES 

4. Double-click on the file icon to select the file, 

close the dialog box, and return to WebDisk. 

5. Click the Upload button (right of the Browse 

button referenced in Step 2) (Fig 4). WebDisk  

will copy the selected file into your account and 

display a confirmation message in the  

Messages box. 

Copying Files FromWebDisk 
1. On your WebDisk page (Fig 2), locate the file  

you wish to download (copy) to the computer  

at which you are working. Clicking on the  

filename will produce one of two results  

depending on the format of the file: 

 

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  

      {ŀǾŜ !ǎ from your browser’s CƛƭŜ menu 

      to save the file to a disk on your 

      computer. 

 

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 

     open a Save As dialog box (Fig 5). 

2. From the Save As dialog box, navigate to the disk and folder 

in which you would save the file. Then click the Save button  

in the dialog’s lower right corner. WebDisk will save the file, 

close the dialog box, and return you to your WebDisk session. 

Navigating Your WebDisk 
When first you open WebDisk, it  

displays the folders and files at the 

highest level (or root) of your file 

space. By default, a single WebDisk 

page shows ten lines, each  

representing either a folder  

or a file (Fig 6). 

To view pages displaying additional 

files, use the page selector  

highlighted in Figure 6. Or, to view all 

of your folders and files on a single  

scrollable page, click the checkbox  

labeled Single page in the upper right 

corner. You may also search for a file 

using the Search tool described below. 

 

 

Figure 3  

Double-click the 

icon of the file you 

wish to upload. 

Figure 4  

Figure 5  

Figure 6  

Use these tools 

to move among 

multiple pages. 

Click here to 

display all files 

and folders on 

a single page. 

Look here for the 

name of the folder you 

are currently viewing. 
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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 ht9b ! Ch[59w 
To open a folder and display its contents, 

click on the folder’s name (Fig 7). 

¢h w9¢¦wb ¢h ¢I9 t!w9b¢ Ch[59w 
Click the folder-up icon (Fig 7) to display 

the contents of the folder one level higher 

(in other words, the parent folder). 

Searching For a File 
In the bottom left area of the WebDisk 

page, you will find a search tool. If you 

are looking for a file with a particular 

name or all files with a particular  

extension, this feature can save  

you a lot of time. 

1. First select a category by which  

to search; the default is Filename 

(Fig 8). 

2. In the box to the right, enter the 

filename (or some part of it) for 

which you want to search. You  

may use wildcard characters (* 

or ?) to make your search more 

efficient. For example, to search  

for ŀƭƭ JPEG files, you would enter 

“*.jpg” (without the quotation 

marks, of course). To search for a 

set of files with names that differ 

only by a few characters (e.g., 03oct01.txt, 03oct02.txt, 03oct03.txt), you would enter 

“03oct??.txt”. 

3. Finally, click the rightward button labeled {ŜŀǊŎƘ (Fig 8). 

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

3. Finally, click the MkDir (aaƪe 5ƛǊectory) button to create the folder (Fig 9). 

Figure 7  
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Deleting a File or Folder 
1. Select the doomed file or folder 

using its checkbox as described 

above. 

нΦ Click the Delete button located  

beneath the DestinedName box 

(Fig 9). 

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 

necessary. 

Moving 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 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. 

Figure 9  

To create a 

new folder, 

enter a 

name and 

To create a new fold-

er, enter a name and 

click MkDir . 

To select a file 

or folder, click 

its checkbox. 

Whether renaming, moving or 

copying, enter a path here using 

forward slashes (/) to separate 

folder names.  

 

If renaming or copying, be sure 

to include a filename at the end. 
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Copying 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 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 ²²² 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 ²²² folder in subfolder named .ŀŎƪǳǇ, you would enter “Backup/WWW”. 

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

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

WebDisk toolbar. 

Additional Resources 
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! 

 


