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Requesting a New Research Data Storage Service

Step 1: Navigate to the New Service Request Form

Step 2: Fill out the New Service Request Form
● Fill out the form, including your College, Faculty, Department, storage range, and

exact storage amount you require, according to your research storage
management plan (RSMP)

● Please note: The RSMP was created in collaboration with VPRI and the Library to
better understand your use case for the Research Data Storage Service and to
help us serve you better

● Attach your research storage management plan and click ‘Place Request’
● You will receive a confirmation email with the name of your drive

Step 3: Click ‘Place Request’
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https://universityofalberta.freshservice.com/support/catalog/items/232
https://www.ualberta.ca/en/information-services-and-technology/initiatives/google-workspace-changes.html#:~:text=RDSS%20Research%20Management%20Plan
https://www.ualberta.ca/en/information-services-and-technology/initiatives/google-workspace-changes.html#:~:text=RDSS%20Research%20Management%20Plan
https://www.ualberta.ca/en/information-services-and-technology/initiatives/google-workspace-changes.html#:~:text=RDSS%20Research%20Management%20Plan


Requesting to Add or Remove Users

Step 1: Navigate to the Add/Remove User Form

Step 2: Fill out the Add/Remove User Form
● Enter the name of your RDSS server address “\\research-filer.ualberta.ca\mylab”
● Select whether you want to add, remove, or both add and remove users from the drop

down

● Enter the CCIDs of the users to be added or removed (ie. johnson1 or Jsmith, etc.)
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https://universityofalberta.freshservice.com/support/catalog/items/233


Step 3: Click ‘Place Request’
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Requesting Extension for the Research Data Storage Service

Step 1: Navigate to the Increase Storage Quota Form

Step 2: Fill out the Increase Storage Quota Form
● Enter the name of your RDSS server address “\\research-filer.ualberta.ca\mylab”
● Enter in how many more TBs you need (not including your current storage size)
● Attach your updated Research Storage Management Plan to support the Change

Step 3: Click ‘Place Request’
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https://universityofalberta.freshservice.com/support/catalog/items/234

