
How to Use the New IE Data Site 
 

Hello and Welcome to the New Institutional Effectiveness Data Site 
 
Users with Bayboro accounts will be able to:  
  1. open/download documents from the site;  
  2. save them to the desktop for use/editing; and  
  3. post documents to the site.  
 
If you are a Mac user, please refer to the “How to Connect to Windows File Sharing (SMB)” 
document. These instructions are attached to the end of this document or can be obtained by 
contacting USFSP’s Campus Computing Office. 
 
The security features for the IE Data Site are that the site is restricted to users with Bayboro 
accounts and users will only have read-post privileges. 
 
A. Steps to Retrieving Documents from the Institutional Effectiveness Data Site 
 
1. If you have a Bayboro account and are logged on to the network; navigate to the 
 Institutional Effectiveness folder on the Q-drive; and find several sub-folders: 
 

 

 
 
If interested in GE Assessment… 
 
2. Goto the sub-folder of interest to you… for example: “3. GE Assessment” 
 Within “3. GE Assessment” folder, the user will find folders for each area of General 
 Education.  
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3. In the GE Assessment folder, the user will also find the data collection tool as an Excel 
 spreadsheet: 
 

 
 
For any document on the IE Data Site… 
 
4. Highlight the file and either open it and save it to your desktop for use or simply highlight it 
and save it to your desktop for use. 
 
Highlight the file and right-click in order to open a dialog box… If you Open the file, then use 
the software application to Save the file to your desktop 
 

 
 
or 
 
Use the Save As feature to save the file directly to your desktop 
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B. Steps to Posting Documents to the Institutional Effectiveness Data Site 
 
Different than Read-Write access which givers users the ability to add and delete files and 
perhaps inadvertently damage or delete other user’s files – Posting eliminates the risk of 
damaging or deleting files while still allowing the user to update and post files to the Institutional 
Effectiveness Data Site. 
 
The user can only post one copy of each file – in this way the user cannot copy over any existing 
file. The limitation of this posting method is that if the user wishes to update their file, they must 
save it with a new name.  
 
Posting to the IE Data Site can be done using Windows Explorer features or the Save As option 
in Word, Excel or PDF software applications. 
 
1. Naming Convention – Step 1 
 In the case of GE Assessment data save your file into the correct folder, with the 
 following name: Semester_Year_Course SubjectNumber_Section_Instructor 
 
 Example:  Sp 11 MAC1140 601 EAsano 
 
 In the case of ALCs save your file into the correct folder, with the  
 following name: ALC_ProgramName_AY_Chair 
 
 Example:  ALC Anthropology AY1112 Sokolovsky 
 
 
2. Naming convention – Step 2 
 In case the name used in Step # 1 above was incorrect, or the file named above needs to be 
 replaced, then save the file to the correct name or append the file with a number or letter. 
  
 Example:  Sp 11 MAC1140 601 EAsano 2 
    or 
    Sp 11 MAC1140 601 EAsano B 
    or 
    ALC Anthropology AY1112 Sokolovsky 2 
    or 
    ALC Anthropology AY1112 Sokolovsky B 
 
3. If there are two files on the data site, which file will be used? 
 Unless the user sends an email to IR stating otherwise, in the case where two files are  found 
 on the data site, it will be assumed that the file with the larger number or letter was 
 intentionally posted to the IE Data Site with the purpose of over-writing the file without 
 appended name. 
 
 






