Go to the desktop.
Left click on "Start"
go to "Settings"
go to "Network Connections"
once network connections is open 
click on create a new connection (top left)
 

click next
select "Connect to the network at my workplace"
click next
select "Virtual Private Network connection"
click next
type in  "Office"
click next
type in "72.156.99.71"
click next
select add a shortcut to desktop
click finish
 

The VPN window opens
select save this user name and password.....
username "Jennie"
password "dammon"
click connect
To make a connection to the “J” Drive:

Put the mouse over the “Start” button and right click

Select “Explore”

At the top of the page it starts from the left side with “File”; move to the right and find “Tools”.

Then select “Map Network Drive…”

In the middle of the page you will see an area with the Drive: Change this to J

Right below this is an area called Folder: type in the following with out the “  :  \\192.168.1.250\jobs
Other mapped drives are :  
Q  Quiznos





S   Specs





T   CodeBooks

If you need some software on the server map a drive to Dave

