
Shared Folder Access Form 
Please provide the server name and path to the folder and folder that the user needs access to.  To find 
this look at a drive that is already mapped found under File Explorer  This PC and look for any drive 
that look like the example below. 

\\jcdc1\MIS - This is the server name (\\jcdc1) and the path. 

MIS Shared Folder – This is the folder that you are wanting to access. 

Please note that the drive letter is arbitrary.  It can be assigned to any letter and may have to be 
different if that letter is already being used on another PC. 

Shared Folder Information 
Server Name and Path: 

Folder needing Access: 

User who needs Access:  

Type of Access 
Modify Read and execute programs, Write, and Delete 

Change Read and execute programs, Write 

Read Read and execute programs 
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