
NetStorage:  Web Service available – use your H: and G: drives from off-campus! 
  
Introduction: 

NetStorage is a way for you to access your network files via the web when at home, on the road, or anywhere 
there is access to the Internet. You can view the contents of your H: and G: drives, and download any of the 
files to your home computer to work on them.  Once you are finished making changes to the document, you 
will need to upload your document back to campus using NetStorage so any changes you made will be available 
at work the next day.  You can also upload new files that you have just created at home to your H: and G: 
drives. 
 
NetStorage functions using a web browser and requires no software to be installed on home PC’s.  
 

 
Log In: 

Go to- http://www.highland.edu and click on the orange Login button on the far right side. Click on the Login 
button for NetStorage. 

 
 
�  Say “YES” to accept the Security Alert: 

           
 
� Provide your NETWORK user ID and Password: 

           
   
*Please do not use the “Remember my password” or “save password” option, as others can gain access to 
your H: and G: drives without your permission with this option enabled  

 
 
Download a File: 

Once in NetStorage, you can browse your drives on the left, and your files and folders on the right.   
 
Drag the slider bar at the bottom of the screen to see more files (listed in groups of 25). 
 
Browse to the file you wish to download, and click on it once, so that it is highlighted.  From the NetStorage 
menu, select File > Download for Viewing (or right-click on the file you want and choose Download for 
Viewing).    



 
 
From the “File Download” dialog box, click SAVE to save the file to your PC. 

 
Browse to an area on your PC where you would like the file saved, and click “Save” 

 
 

You may now open, edit, and print the file you have just downloaded.  You will need the correct software 
installed on your home PC in order to edit the file you have just downloaded. 

 
 
Upload a File: 

When you are finished editing the file on your home PC, you will want to upload your document back to campus 
using NetStorage so any changes you made will be available at work the next day.   
 
Log in to NetStorage, and from the NetStorage Menu, select File > Upload 

 
 
When the following dialog box appears, browse to the file on your PC 

 
 
 
 
 
 
 
 



Select the file you want to upload and click “Open” 

 
 
 
 
 

 
 Your Upload window should now look like this:  

  
  
 Click Upload 
 The updated version of the file is now on the network, replacing the previous. 
 
 
Log Out: 

When you are finished with each NetStorage session, be sure to click on the Logout Icon: 

 
 

 

Forward email from GroupWise to another email address  
(from Web Access) 

 
1. After logging into GroupWise web access, click the Options button. 

 

 
 

2. Click the Rules Tab 



 
 

3. Select Forward as the Type of Rule 
4. Click Create 
5. Type a name for the rule 
6. It’s not necessary to complete the Condition fields 
7. Skip to Define Action and enter the address where you will forward the GroupWise mail to 
8. Type a Subject as in the figure below 
9. Click SAVE 

 

 
 


