README

This “README” document is a sign post to help you find things and do things in the BBCT Office.

There are two ways to see and use the office:-

1) Web Browser (http://bramptonandbeyond.org/)

Via a Web Browser you can go into each of the folders and view files just like you can with any other web site.  

All of the files in the office can be viewed or downloaded by anyone that has the link.

2) Web Disk (https://bramptonandbeyond.org:2078/)

Via Windows Explorer/My Network Places or using the shortcut that Web Disk put 
onto to you desktop.
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Web Disk enables you to see the office in a “Web Folder” much like any other folder on your computer.  However the functions are limited to adding and deleting files and to creating and deleting folders.

In general, you will:

· work on a file on your own computer and then drag (or copy-paste) it into the appropriate folder in the office.


Sometimes, you may:


· copy a whole folder from the office to your computer
(This is an easy way to view many files)


· make a new version of a file on your own computer and then drag (or copy-paste) it into the folder in the office.


· You should not replace an existing file.


· You must not copy a folder full of files back into the office.

As a matter of good practice, your should never delete a file or folder.

Instead of deleting a file of folder, it should be moved into the “99 – Bin” folder.

As a matter of good practice, your should never replace an existing file.

Instead of replacing an existing file, a new version should be created by incrementing the version number and setting the creation date as described in “Document Control” in “Policy and Procedures”.

Read more about using the online Docs in “Policy and Procedures”.

