Setting up a computer on the network
Go to the new computer

Right click my computer

Choose Properties

Choose the tab called Computer Name

Choose Change

Change the computer name to CFPxxx This is where XXX is the phone extension Example: CFP100 is the computer at phone extension 100

Keep clicking OK until the computer asks to reboot and then reboot.

Next step after the computer reboots.

Right click My Computer

Choose Map Network Drive

Change the Drive: to be [     S:   ]

Change the Folder: to be [     \\CFP108\SCANS   ]

Click Finish (It should auto open after a few seconds. You can close it.

