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REMOTE FILES- How to transfer files between Home and School

This document describes the process for students or teachers to access their school ‘My-Docs’
folders from home. The document explains how to upload and download files in order to transfer
them between home and school. This REMOTE FILES process requires an internet connection and is
accessed via the front page of the school VLE. This process is useful for small or large files requiring
to be transferred between school and home.

Procedure for uploading and downloading files from your home PC or Laptop:

1. Use a browser and go to the following page: http://vle.sloughgrammar.berks.sch.uk

2. Once on that page, click on Home Access > Remote files, as shown in the screenshot below:

NTS | HOUSE ZONE | HOME ACCE

EMAIL =
REMOTE FILES  |gchedule

Daily Room Changes

£ site news

3. After clicking on REMOTE FILES the login prompt box bellow will be displayed, here you will
need to input your credentials. Login using your school username and password.

NOTE: If for any reason the VLE is offline this link will also enable you to connect to REMOTE
FOLDERS:

https://mail.sloughgrammar.berks.sch.uk/remote

Security ( show explanation )

@ Th public or shared computer
@ Th private computer

I want to change my password after logging on

User name:

Password:
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4. After logging in you will be presented with a screen similar to the following screen. From
here you may either upload or download files. The following steps below will describe first
how to upload and then how to download files.

Peo

14 December 2010

- -«
jwojciech | | MyDocs
- Jwoj [ R Listed 30 item(s)...
= Firefox File folder 11/19/2010 10:46:08 AM — 0
L GIOS splitter File folder 11/20/2010 11:56:24 AM — 0
= Monitor Swaps File folder 12/1/2010 5:03:43 PM —= 9
i Name Plates File folder 11/5/2010 3:19:52 PM — 0
W WINDOWS File folder 9/10/2010 1:45:15 PM — 9
M 1-New-Staff-Details-Page.docx 158.68 KB Office Open XML Document 10/1/2010 4:58:30 PM — &3
. AD.txt 417 B Text Document 12/10/2010 4:40:07 PM — 0

UPLOADING FILES

IMPORTANT NOTE - Be sure to SAVE and CLOSE the file on your home PC or Laptop (that you
wish to upload) prior to attempting to upload it to School.

5. Select the icon shown below to start uploading files.

e P & -

Listed 29 item(s)...

:46:08 AM — @
:56:24 AM — &I
3:43 PM =Y

6. Browse to the file (saved locally) on your computer and select Upload.
. My Docs

Remote File Access - Mozilla Fil

F sloughgrammar.berks.s

14.23 KB Office Open XML Document 9/21/2010 6:¢

7. Your file should now show listed with the rest in your REMOTE FILES (always check carefully
to make sure the file is visible after uploading).
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DOWNLOADING FILES

1. Follow the same procedure up to stage 4.
2. From the screen as shown below, select the file you wish to download and click on the file.

P20

14 December 2010

grammar

-
- liwojacch ._,l LS Listed 30 itm(:..
i Firefox File folder 11/19/2010 10:46:08 AM (=] 9
4 GIOS splitter File folder 11/30/2010 11:56:24 AM — 9
4 Monitor Swaps File folder 12/1/2010 5:03:43 PM (=] 9
4 Name Plates File folder 11/5/2010 3:19:52 PM — 9
4 WINDOWS File folder 9/10/2010 1:45:15 PM — &3
@! 1-New-Staff-Details-Page.docx 158.68 KB Office Open XML Document 10/1/2010 4:58:30 PM = 0
. AD.txt 417 B Text Document 12/10/2010 4:40:07 PM == 0

3. This file download box (as shown below) will open, click SAVE in order to save the file to
your home computer.

’
File Download [

Do you want to open or save this file?

-I o7 ;! MName: Diary_Log.doox .

= Type: Microsoft Office Word Document, 13.8KB

/

From: mail.sloughgrammar.berks.sch.uk /:

[ Open ] ’ Save ] [ Cancel ] /

i

11

= While files from the Intemet can be useful, some files can potentially i/
@ harm your computer. i you do not trust the source, do not open or

save this file. What's the risk? S

4. Browse to a suitable location on your home computer and click SAVE to save a copy of file.

orhice B

9
0% of Default.asp from mail.sloughgrammar.berks.sch.u.., |
»
Save As Y3 | £
OU |- Desktop » - | 5 | | Search Desktop yel |
a2 Organize v New folder g ~ (7]
214 34 Favorites Libraries
Bl Desktop System Folder
204 & Downloads
(Eﬂ Recent Places Wajciech Julian
d System Folder
- Libraries -
L = Computer
\-‘ @ o0 s 1 Systern Folder
ed &' Music )
[E5] Pictures " Network
r-fii i Videos Ir Systemn Folder
ate N A
1| /™ Computer . | BIOS_Acer_1.36_Windows_TM8571 -
ber|
| File name: Drama_centrelled_account_details -
Save as type: | Microsoft Office Excel Worksheet v]

%I (4 Hide Folders Save ][ Cancel ]
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5. This box will show once the file has downloaded completely.

-
Download complete =B

—fﬁ Download Complete

wolled_account_details.xlsx from mail.sloughgrammar.berks.sch.uk

Downloaded: 10.0KB in 1zec
Download to: C:M. M\Drama_controlled_account_details xdsx i

Transfer rate: 10.0KB/Sec
Close this dialog box when download completes

[ Open | [Open Folder | [ Close l:

e

= = 2 1 = W=

6. Once the file download has completed as above click OPEN to access the file.

NOTE — When you have finished working on a document at home, be sure to re-save the file
locally on you computer and then close the file prior to trying to upload it once again to school

using the REMOTE FILES process above.
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