Division of Administration
Office of Computing Services

The L: Drive
(Your Secure and Recoverable File Storage Area)

OCS has allocated 10 Gigabytes of network storage space for each DOA employee.  This storage space is:

	- Accessible to you as your L: drive.

	- Intended to serve as your primary storage area for work-related files.

	- Restricted by permissions such that no other users can read, modify, delete, or even 	 
               view your stored data.

	- Limited in size to 10 Gb of space.

	- Backed up nightly (Monday – Friday).

Be Aware:

The ‘My Documents’ directory and file structure must exist on the root of your L: drive.  Regardless of whether or not you use the ‘My Documents’ directory in your file storage organization, the directory must exist due to default Save locations that come preset on your PC.

	Example)  When you save a Word or Excel document, the Save location defaults to:
		      - L:\My Documents\Word
		      - L:\My Documents\Excel , etc.

Therefore, the ‘My Documents’ directory and corresponding subfolders within the file structure must exist on the root of the L: drive.

If you have files/folders that you know default to your Hard Drive C:, it would be prudent to occasionally make copies of those files/folders on your L: drive.  Some of the more popular folders that users wish to save:

	- C:\Documents and Settings\<UserID>\Desktop	(these are your Desktop Icons)
	- C:\Documents and Settings\<UserID>\Favorites	(these are your Internet Favorites)
	
Interesting Facts:

- Your L: drive is intended to be your primary file storage location.  Having a nightly backup of your data on the L: drive is a smarter alternative than storing your files on your hard drive, which are susceptible to loss due to hard drive failure, accidental deletion, etc.

- Your L: drive is a Network Connection (similar to your section’s G: drive fileshare).  If there are network connectivity problems to the server that controls your storage area, it may not be available.

- Your L: drive storage space is different from your G: drive storage space in that it is private.  As stated above, other users cannot access your L: drive storage space.

- DO NOT install programs to your L: drive.  If you must install something on your PC, you should direct the installation files to C:\Program Files.  All installations should be initialized through the OCS Help Desk by your Section Coordinator.  Unless previously instructed by your Section Coordinator, please contact 342-4730 prior to performing installations.

- RESTRICTIONS:  Audio and Video files are restricted from being stored on your L: drive.  Work-related Audio and Video files should be stored on your section’s G: drive.

- You will be automatically notified if you reach your L: drive storage space limit of 10 Gb.  Once the limit has been reached, files will need to be deleted or moved from your L: drive before anything else may be saved.

Concluding Points:

The L: drive initiative is designed to invoke User Responsibility and File Storage Organization.  This will reduce loss of files, provide users with nightly backups of their data, and reduce the amount of downtime when a PC is being serviced.

Each user will be responsible for managing his/her own files.  Everyone has access to at least 2 network drives, G: and L:, as well as the use of portable media (USB drives and CD/DVD burners).

Remember, it is acceptable to store files on your Hard Drive, C:.  HOWEVER, the Office of Computing Services DOES NOT perform backups of a user’s Hard Drive.  Therefore, it is important that any files you wish to be recovered are stored on the L: drive, the G: drive, or secure portable media (or other network drives that your specific section may have access to).
