
How to access and use the Y-Drive from the Internet.
1. Go to: http://ydrive2.stapleshigh.net

If not already selected, choose your school. Using your school computer login and
password, Log In.

2. Once logged in, you will see a screen similar to the one below. In it should be all of
the folders and files within YOURY-drive.

You can navigate the drive by clicking on the name of the File/Folder you want to select.
If it is a file, it will prompt you to open or save. If it is a folder, it will take you into a
directory of that folder.



3. At the top you will see a drop-down window that has several ACTIONS that you can
choose from: New Folder (as in create a new folder in your y-drive), New File
(Upload. How to upload a file to your y-drive), Delete selected items (delete items
from your y-drive), Download current folder (zip) [this makes a zip compressed file
of the entire contents of your Y Drive.]

4. To create a NEW FOLDER, select the option and click OK, it will ask you to name it,
then click OK again. It will create that new folder in your main Y Drive. If you want to
create a new folder within and already existing folder, you must click into that folder,
prior to selecting New Folder from the menu.

5. To use DELETE SELECTED ITEM, or RENAME SELECTED ITEMS functions; you
must check the Check Box next to the item you want to affect. Once checked, select the
function and follow the prompt.

Continued on Next Page…..



6. To use the NEW FILE (UPLOAD) function, click into the folder you want the file to
upload into (skip this step if you want the file to upload into your main directory.) Once
the correct directory is selected, choose NEW FILE (UPLOAD) from the dropdown
menu. The menu will change and it will display a text field with two buttons: Browse.. &
Ok.

Click on Browse to search your local computer for the file you wish to upload. Once
selected, click OK. It should then appear in the text field window. Click ok, it will then
upload to your Y Drive. See below for an example.

7. SEARCH CURRENT FOLDER, this function allows you to type in the term you are
searching for. As you type, it will condense and display all items with that letter string in
the filename. In the example below, I have begun typing in the first few letters of the
word ‘letter’. The search will begin to display any names that have those letters. In this
case ‘le’. It is an easier way to search if your Y Drive is full!


