Directions for using VES to upload documents
1. Go to VES home page http://ves.doe.mass.edu
2. Sign in with your username and password.

3. You will be using VHD - Virtual Hard Drive for storage. The button is on the bottom left of the window and looks like a file folder.
4. Your Personal File Folder is a central storage area

5. To store files in your folder click “Personal Files”

6. Click the title of your personal folder (it will be your username)
7. A blue status bar will appear across the top next to Content
8. You can make folders to organize your files by clicking the “Create Folder” button in the blue status bar. Then open the folder by clicking on the name
9. Click “Publish File”

10. Then “Browse” to locate your file

11. Title the file 
12. Permissions defaults to Owner (leave)

13. Assign to Workgroup defaults to Norwell (leave)
14. Push the “OK” button to finish

15. Your file will be uploaded to your storage space

16. You need to upload each document separately – it will not take a whole folder

17. You can store any type of file
18. You have 100MB of storage 
To get files out of VES

1. Login (Steps 1 and 2 above)
2. Go to VHD – little file folder

3. Click “Personal Files”
4. Click the title of your personal folder

5. Double click on the file name

6. You get a “File download” window

7. Click “Save” and you will be put into the “Save As” window

8. Determine where you want the file to go 
9. Click “Save”

10. If you are replacing a file back to the same location, you will get a window asking you if you want to replace the file. Usually, the answer is yes because you have made changes. If not you have the choice to rename it.

11. You will get a “Download Complete” window

12. You will be asked if you want to “open”

13. Click “Open” or “Close”
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