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Get Started with OneDrive

Upload and save files and folders to OneDrive

Use OneDrive in your browser

- .
e > OneDrive.

1. Sign in to office.com, then select the app launcher

2. Pick afile or folder by selecting the circle in the upper corner of the item, and then select a command at the top of
the page.

P AN N

You can store over 300 types of files on OneDrive. With Microsoft Edge or Google Chrome:
1. Select Upload > Files or Upload > Folder.
2. Select the files or folder you want to upload.
3. Select Open or Select Folder.

With other browsers:
= Select Upload, select the files you want to upload, and select Open.
= [Ifyou don't see Upload > Folder, create a folder, and then upload the files to that folder.

OneDrive

L+ v~ | T Upload v o

Files
U]

Folder

Updated 01.22.2021 ISD Service Desk 714.509.4457



https://www.office.com/

. Microsoft Resources
G CHOC OneDrive d
Get Started with OneDrive

Use OneDrive on your desktop
If you use Windows 10, OneDrive may have already asked you to sign in to sync your files.

In File Explorer, select: OneDrive — [your company].

- = | OneDrive - Contoso
Homig Share Wik
~ = 1 o > OneDrive - Contoso

Name Status Da
» g Quick acoess

Contoso Electronics o]
> |& Contoso Deskiop Fay
3 % OneDrive - Contoso Documents o
Images @
» oy OneDrive - Personal Pictures oy
= This PC . Private Info @
0% Annual Financial Report (DRAFT) @
> W Network BY Audit of Small Business Sales ]

Save and open files in your Office apps

= Select File > Save a Copy > OneDrive - [company name] to save a work file to OneDrive.
Save personal files to OneDrive - Personal.

= Select File > Open and then select OneDrive, to open a file saved to OneDrive.
Note: Requires Microsoft 365, Office 2019, or Office 2016.

© Save a Copy
() Home

[N New @ Recent

= Open Contoso

. OneDrive - Contoso

Info

Save a Copy

* Sites - Contoso
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Manage files and folders in OneDrive

Select what to do with a file
1. In OneDrive, right click the file.
2. Select a command.

Create a folder
1. Select New > Folder.
2. Type a name for the folder.
3. Select Create.

Search for files
Looking for an older doc? Search is a powerful tool to find all your
online docs.

1. Type a word or phrase in the Search box.

2. Select afile, or press Enter.

i 7 B 75 N N 7|
b

O

o

- Open

¥  OneDrive

Megan Bowen + New ~ T Upload v
3 Files Z_ Folder 5

D) Recent @’ Word document

22 Shared B8 Excel workbook

(<) Discover @’ PowerPoint presentation

& Recycle bin @] OneNote notebook

Frenel Mrertes B Forms for Excel N
X1050 Launch Team & Link i

I £ report X

Files

El Annual Financial Report (DRAFT)

On Megan Bowen's OneDrive

c é] Department Report

On Megan Bowen's OneDrive

[ 1 RD Expense Report
ﬂ On Megan Bowen's OneDrive
t Ii'j Contoso Monthly Report ts
On Megan Bowen's OneDrive
B an

Show more results

e R TETPI e Arissene D
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Important PC Folders (auto backup) @ QneDrive - Peroral - *
You can backup important computer files on OneDrive like your Desktop,
Documents, and Pictures files.

Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,

1. Select the OneDere Cloud |C0n |n the nOtIfIcatIOI’l area, at the far backed up. and available on your other devices even if you lose this PC. Learn more
right of the taskbar. ° ° °

2. Select More > Settings. - - =

3. Onthe Backup tab, under Important PC Folders, select Manage St E—— Bt
backup and follow the instructions. e " e

Set up the OneDrive sync app in Windows @ wicrosoft OneDrive x |

1. Ifyou don't have Windows 10, Microsoft 365, or Office 2016, )

install the new OneDrive sync app for Windows. If you use Set up OneDrive

Put your files in OneDrive to get them from any device.

the latest software, you already have the OneDrive sync app
and you can skip to step 2.

2. Select the Start button, search for OneDrive, and then open ‘
it. 3
3. When OneDrive Setup starts, enter your work or school o ey

)
account, and then select Sign in. \

Create account |

Collaborate in OneDrive

Share OneDrive files from your Office apps

To share a file from within Word, Excel, PowerPoint, or another Office app: o
en n

1. Select| I& | Share on the ribbon. Or, select File > Share.

Anyone with the link can edit )

Note: If your file is not already saved to OneDrive, you'll be prompted to upload Entaca ine:on emil iidiis
your file to OneDrive to share it.
2. Select who you want to share with from the drop-down, or enter a name or

email address. -
Send

3. Add a message (optional) and select Send.
® 0

Copylink  Outlook

Add a message (optional)

|D Send a Copy Vv
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Share files from OneDrive
1. Right click the file and select Share.

Or, select a file and select | & | Share on the toolbar.

2. Select who you want to share with from the drop-down, or enter a name or email address.
3. Add a message (optional) and select Send.

@ Open ~ |& Share @ Copy link { Download
Files
D Name T
(] Accessible template, *
Open >
Advertising ldeas.do .
Preview
Agenda.docx Share @
E Alliepng Copy link
Art.ai Download

Change views
The left pane lets you filter your view of items in OneDrive.
= Files - See all of your OneDrive files and folders.
= Recent - See which Office documents you've opened most recently, whether you've modified them or not.
= Shared - See items that you've shared with other people and that other people have shared with you.
= Discover - See what's trending around you, based on who you work with and what you're working on.
= Recycle bin - See items and folders that you've deleted.

= OneDrive

Megan Bowen
£3  Files

0 Recent

£ Shared

() Discover
& Recycle bin
Shared libraries
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Stop or change sharing
If you are the file owner, or have edit permissions, you can stop or change the
sharing permissions.

1. Select the file or folder you want to stop sharing.

2. Select Information (i) in the upper-right corner to open the Details pane.

3. Select Manage access and:
= Select the X next to a link to disable it.
= Select Can Edit or Can View, and then select Stop Sharing.
= Select Can Edit or Can View and then select Change to....

Copy link

Ty
= Or, right click a file and select Copy link.

h Open

-} i :
. Accessible temp %

= Select a file and select Copy link.

& Share @ Copylink | Download [i] Delete =3

Link to 'Advertisin..ldeas.docx’ created
Make sure you copy the link below.

https://mod188485-my.sharepoint.com/pers:

& & Advertising Idea

8° Agendadocx
Allie.png

. Anyane with the link can view and edit. w
i Artai

A, Grant Access
Manage Access

@) Advertising Ideas.docx

Stop sharing

https://im365x159860-...

®

Only people in Contoso
M365x159960 with this link can edit

this item.

https://m365x159960-...

©

Anyone with this link can edit this

item

4. Jerri Frye
Sales Representative
Owner

o

Miriam Graham
Director
Can Edit

Change to view only

@0

Stop Sharing @

Advanced

X

X

For more information, please refer to the Microsoft training resource page HERE
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