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Accessing the “H” drive – Windows 10 
 
From your office or other computer on the NWCC campus:  
Click on “Start”, “File Explorer”, and then “This PC” in the left hand side of the Window. 
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Your “H” drive should appear in the main Window.   
 
 

 
 
 
 
To access the drive, double click on it.   You can open files on your “H” drive by clicking on them.  
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To copy files from your “Documents” folder on your PC to your “H” drive, perform the following steps. Click 
on “Documents”.  To copy several non-contiguous documents, hold down the “Ctrl” key and use your 
mouse to select the documents you wish to copy.   Right click the mouse and choose “copy”.  Then double 
click on your “H” drive, Right click and choose “paste”.  
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To choose a group of contiguous documents, hold down your “shift” key, take your mouse and click on the 
first document in the series, and then click on the last document in the series, right click and choose “copy”.   
 

 
 
 
Next, double click on the your “H” drive under the local disk heading on the left-hand side of the window.   
Then, right click in a white space on your “H” drive and choose “paste”. 
 

 
 
 
 
 
 

Right click 
and choose 
paste over 
here. 
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If you are working in PowerPoint and would like to save directly to the “H” drive, choose “File”, “save as”, 
and click on “computer”. 
 

 
 
Then choose “H” and click save. 
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To access your “H” drive off campus, click on the browser address bar and type in the Northwest address, 
www.northwestms.edu. Look at the top right corner and click on the arrow to the right of “Staff” and choose 
“Staff - MORE” from the drop-down list.   
 
 

 
 
 
 

 

 
 

 
 
 
 

The login for access to the site is:  rangerlogin#1 

http://www.northwestms.edu/
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Choose “H-Drive Store” from the list 
 
 
 

 
 
 
 
You will then be directed to the login page.  Login with your windows login/password.   
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Once you have logged in you will see your file list.  To access a file, simply double click the file.  If you are 
working on a document and you want to save it to your “H” drive, save it to the computer you are working 
on, first; then, upload the file to the “H” drive.   
 

 
 
 
 
 
To upload the file, click on “Upload”.   
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You will be directed to a choose file window to locate your file.  Once you have found the file, highlight it 
and click on “open” (or just double-click the file name). 

 

 
 
 

 
Your file name will show up next to the “choose file” button.  Then just click the “upload” button and your 
file will be saved to the “H” drive.  
 

 


