Your Private Area
This page is part of the my.EIS Document Center.  It is a place where you may store files, links, images, create text for display here, review your my.EIS account information, add links as favorites, and update your office’s in/out board (if your office has chosen to use this facility).

None of this information is visible to others.  It is truly private.  
The main feature is your personal folder.  This is where you place your information.  You may create sub-folders, and even sub-folders to sub-folders if you wish.  Click on the “How to add a document to your personal folder” link on the page for instructions.

The information you place in your personal folder is searchable but only you will find it.  Others may type in a word or phrase that happens to be used in your document, but they will not see your document, only those found in their personal folder or in the more public folders in my.EIS.

The advantage of storing your information here rather than on your workstation or your Local Area Network is that the information is available to you anywhere you can gain access to the Internet.

Conversely, you may upload work done away from the office here, rather than carrying removable media (CD, zip, diskette) around or emailing it to yourself at the office.  As there is no restriction on the size of a file you upload, you needn’t worry about its size, as with an attachment in an email note.  (However, uploading or downloading a 50 page document will be lengthy if you are relying on a dial-up modem at the remote location.)
If you need to make information available to those in your office, then you may upload the document the Your Office Area page of the document center.  The same search rules apply – only those in your office will find the document.

