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Find your SharePoint and Teams files in OneDrive

If you're using OneDrive, you can access your Microsoft SharePoint or Microsoft Teams files on the web or in the mobile
app without leaving OneDrive. The shared libraries that you've recently interacted with or that you follow appear in the

navigation. You can also see your Microsoft 365 groups in the list, since each group has its own team site.

See your SharePoint or Microsoft Teams files in OneDrive on the web

1. Sign in to Microsoft 365 at www.office.com/signin.

2. Select the app launcher icon E and choose OneDrive.

3. Under Shared libraries, select a site or Team to open it. (If you do not see the site listed, click More libraries.)

Shared libraries
Electronic Events

Engineering

: @ @

Mark 8 Project Team
ULl New Hires

Live @ Contoso

Leadership Connection

More libraries
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Pin a SharePoint or Microsoft Teams site to your list
The order in which sites appear in your list depends on how often you interact with the files in each site. If you want a
specific site to always appear in your list, you can follow it.

1. Sign in to Microsoft 365 at www.office.com/signin.

2. Select the app launcher icon E and choose OneDrive.

3. Under Shared libraries, select a site or Team to open it. (If you do not see the site listed, click More libraries.)

Shared libraries

E Electronic Events
Engineering
% Mark 8 Project Team

New Hires

n Live @ Contoso
n Leadership Connection

More libraries

4. Atthe top of the screen, select Go to site.

erri L= !a\
Jerri Frye -
erri Frye (87

Gotaﬁ?‘l

5. Atthe top of the screen, select Not following. The text will change to Following.

Jerri Frye i’%

T Not following Group conversations /71

Types of SharePoint sites you can access
From OneDrive, you can access the following types of sites:

= Team sites

= Project sites

= Document centers

= Record management sites
=  Microsoft 365 groups
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Move files and folders between OneDrive and SharePoint

When you want to share files with a different team of people, or even give other teams ownership, you can move (or copy)
files between OneDrive for work or school and a Microsoft SharePoint site. You can move (or copy) files and folders from
OneDrive to SharePoint, from SharePoint to OneDrive, within a SharePoint site, or between sites. You can even move
files from someone else's OneDrive to your own OneDrive.
Tip: You can also move your files via File Explorer.
1. Select the files or folders that you want to move, and then select Move to.

’O W
4
0 1 0}
o &3 Move to
D
]
g
© o o Ny
a) =

Note: If you don't see the Move to command, you're probably using classic OneDrive for work or school or an on-
premises instance of OneDrive for work or school.
2. Under Choose a destination, select the location you want to move to. Sites appear under the name of your

organization, such as Contoso in this example.

. x
Move 1 item

i Business Card.pdf

Places

Choose a destination

&& Your OneDrive

Contoso

H Electronic Events

% Mark 8 Project Team
H New Hires
Engineering

n Live @ Contoso

. Leadership Connection

Browse sites
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You'll see different locations depending on where you are. For example, if you're on a SharePoint site, you'll see your
current library, your OneDrive, and other sites. You might have to select Browse sites to see the site you want.
Notes:
= |f you don't see any other sites listed when you move items, your organization doesn't allow moving
across sites.

= |f you're a SharePoint admin or global admin for your organization, see Allow or prevent custom script to

learn how to enable cross-site moving in the SharePoint admin center.

3. Select the location where you want the items to go, then select Move here to start moving the items.

Move 1 item X
g2 Agendadocx

Flaces » Marketing Documents

Choose a destination
" Campaigns
" Meetings

7 New folder

Move here

Notes:
= To learn about requirements when moving files, see this article (under Moving and copying across sites).
=  When you use Move to with documents that have version history, only the latest version is moved. To move
earlier versions, you need to restore and move each one. For more info about versioning, see Enable and
configure versioning for a list or library.
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Copy files and folders between OneDrive and SharePoint sites

When you want to share files with a different team of people, or even give other teams ownership, you can copy (or move)
files between OneDrive for work or school and a Microsoft SharePoint site. You can copy (or move) files and folders from
OneDrive to SharePoint, from SharePoint to OneDrive, within a SharePoint site, or between sites. You can even copy files
from someone else's OneDrive to your own OneDrive.

Tip: You can also copy your files via File Explorer.
Learn more about copying files or folders within SharePoint, as well as Should | save files to OneDrive or SharePoint?

1. Select the files or folders that you want to copy, and then select Copy to.

o »

B ® e

Copy to

S R A C
LI N )

®

Note: If you don't see the Copy to command, you're probably using classic OneDrive for work or school or an on-

premises instance of OneDrive for work or school. If so, follow the SharePoint 2016 steps to move or copy files

within or between sites.

2. Under Choose a destination, select the location you want to copy to. Sites appear under the name of your

organization, such as Contoso in this example.

Copy 1item %

@ Agenda.docx

Places

Choose a destination
@ Your OneDrive

Contoso

Document Center
ﬂ New Products

Your HR Rescurces

08 Marketing Documents

n International Sales

Browse sites

You'll see different locations depending on where you are. For example, if you're on a SharePoint site, you'll see your

current library, your OneDrive, and other sites. You might have to select Browse sites to see the site you want.
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Notes:
= |f you don't see any other sites listed when you copy items, your organization doesn't allow copying
across sites.

= |f you're a SharePoint admin or global admin for your organization, see Allow or prevent custom script to

learn how to enable cross-site copying in the SharePoint admin center.

3. Select the location where you want the items to go, then select Copy here to start copying the items.

Copy 1 item <

g Agenda.docx

Places » Marketing Documents

Choose a destination
" Campaigns
BT Meetings

7 New folder

Copy here

Notes:

= You can copy up to 500 MB of files and folders at a time using the online portal. To copy larger files or files
totaling more than 500 MB, use File Explorer.

=  When you use Copy to with documents that have version history, only the latest version is copied. To copy earlier
versions, you need to restore and copy each one.
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Sort, rename, or move photos and files in OneDrive

After you upload photos and files to OneDrive, you can sort, rearrange, rename, and move them on the OneDrive website
to keep them organized. To see these options, sign in to OneDrive on the web with your personal Microsoft account.
Sort files

Note: As explained later in this article, the following steps don't apply to Photo view, because this web-only view

aggregates photos from various folder locations in OneDrive.

1. In OneDrive on the web, select My files and go to the folder that contains the files or photos you want to sort.

2. Select a column header, then select the display order you prefer. (For example, select the Name header, then

select Ato ZorZto A.)
= Alternately, select Sort at the upper right of the screen to specify the order your files are displayed in,

such as by Name, Modified, or Sharing.

1= Sort H @

+ Custom
Name
Modified
Size

~ Ascending
Descending
Rearrange

Save sort order

Note: The Sort option at the upper right is available only if you're signed in with a Microsoft account.
Rearrange files
The Rearrange option lets you drag items into any order you want and then save that order.

1. Browse to the folder with the files or photos you want to rearrange.
2. Atthe upper right of the screen, select Sort, and then select Rearrange.
Note: If prompted, install Microsoft Silverlight.
3. Arrange the files or photos by dragging them into the order you want them to appear.
4. Select Save sort order.
Notes:

= You can't rearrange your Camera Roll. Custom sort ordering is unique to each device, so changes to the sort
order on the website won't apply in File Explorer or on a mobile app.

= The Rearrange option is available only for OneDrive for home and personal accounts when signed in with a
Microsoft account, not a work or school account.
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Rename a file or folder
1. Select the file or folder you want to rename. (In List view, check the circle to the left of the item; in Tiles or Photo
view, check the circle in the upper-right corner of the tile.)
2. Select Rename, and then enter a new name.

Note: OneDrive can sometimes rename items with invalid characters for you.

Move a file or folder to a different location
To move a file or folder on OneDrive.com:

1. Browse to the file or folder that you want to move.

2. Select the item you want to move. (In List view, check the circle that appears to the left of the item when you
hover the pointer there; in Tiles or Photo view, check the circle in the upper-right corner of the tile when you hover
the pointer there.) You can also select multiple items to move them together, as a group.

In the top navigation, select Move to

4. Inthe Move to pane, browse to the destination folder, and then select Move.

If you want to create a new folder in which to store the item, select New folder.

5. If you need to move files or folders between OneDrive accounts (such as from a Microsoft account to a work or
school account), you'll have to sync the files to your PC or Mac and then use File Explorer (for Windows) or Mac
Finder to move your files.

Note: You can't move photos from Photo view because this web-only view aggregates photos from various folder
locations in OneDrive. If you want to move the photos you see there, you'll need to find the files in Files view (or in
File Explorer or Finder) and then move the files from their actual locations. If you took the photos on a phone, try
searching for the "Camera Roll" folder.
Similarly, you can't move an album to another location, because an album is also an aggregated view of individual files,
rather than a folder that's easily moveable as a unit.

Tips:

= [fyou're signed in to the OneDrive desktop app on your computer, you can use File Explorer (or Mac Finder) to
sort, move, and rename your OneDrive files and folders.

= You can also use the OneDrive mobile app on your Android, iOS, or Windows device to sort, move, and rename

files or folders.
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Organize and find photos in OneDrive

After you upload photos, OneDrive helps you organize and find your photos with features such as photo search, tags, and

albums.
To help you find photos, the date appears over the scroll bar as you scroll up and down your photos:

£0t Show photos from ~ (D

August 2017 .

Search photos
You can use the Search photos command to not only scan photo tags and metadata, but also extract and search text

shown in photos. It now can also recognize objects in a photo, as another way to find the picture you want.

1. On the OneDrive website, select Photos.

2. Type something in the search box - a name, a place, or a date.

OneDrive

= dog p o All Photos

Tip: OneDrive cannot upload photos optimized for iCloud. To disable optimization on your iOS

device, tap Settings > iCloud > Photos and uncheck Optimize Storage.
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Edit or remove a tag
OneDrive automatically creates tags for things it recognizes. Sometimes it makes mistakes, but you can remove or edit
the tags for a photo.

1. Select the photo.

2. Select Edit tags.

3. Type anew tag or select the x next to a tag to remove it. (You edit tags by adding or removing them.)

OneDrive

2 Edit tags
Edit Tags

#0utdoor X S

Add existing tag

g
‘ h e
|
|

See all photos from the same location
On the All Photos view, photos taken within a single date are grouped together. These photos have location tags, which
you can use to quickly view all photos within the same location.

1. Select the list of location tags next to a date.

2. Select your preferred location from the list.

Automatic album creation

OneDrive can automatically create an album from any pictures or videos you take that day or weekend, and notify you
when it's ready.

Automatic albums are sent only to you, but contain a sharing link so anyone you send the email to will also have access to
that album.

To stop OneDrive from automatically creating albums, go to the Photos settings page on the OneDrive website and turn
off the Create albums automatically when | upload photos setting. (To get to photos settings from the OneDrive home

page, click Settings > Options > Photos.)
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Create your own album
You can organize your photos into an album that you can share with friends or family.
1. On the OneDrive website, select Photos.
2. Select Albums.
3. Select New album and type a name for the album.
4. Select photos you want to add to the album and then click Add album.

OneDrive

v/ Add album

Your albunt

Tip: You can create albums, and add or remove photos from albums, on your mobile device, too.
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Download files and folders from OneDrive or SharePoint

You can download files and folders from Microsoft OneDrive, or from SharePoint in Microsoft 365 or SharePoint Server
2019, to your computer with just a few clicks.

Note: If you're downloading regularly from a Shared folder, you can add and sync shared folders to your own

OneDrive.

1. Onyour OneDrive, SharePoint Server 2019, or SharePoint in Microsoft 365 website, select the files or folders you
want to download.
= To download individual or multiple files, select each item by clicking the circle check box that appears.
(The left image below shows items in List view, the right image shows items in Tiles or Photos view.) (You
can also select several files at once by selecting one file, scrolling down the list, then hold down the Shift
key while left-clicking the last item you want to select.)

Files » Documents Files » Documents

[ MName T (]

(] Book.xlsx

Document.docx 3

Book.dsx Document.docx

Crrawing.vsdx 2 hours ago 2 hours ago

= To select all files in a folder, click the circle to the left of the header row, or press CTRL + A on your
keyboard.

Files » Documents

] [ Mame T

% —
@ 0 Bookxlsx
® 8 Documentdocx
@ @ Drawingvsdx
@ @0 Notebook
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= To select a folder, rather than just its contents, you may need to go up or back a level to select the whole
folder.

Files > Pictures > 2018 > 01
Jim

Files > Pictures > 2018

D Mame

%- 01
c\_.:

2. Inthe top navigation, select Download. (You can also right-click the file, photo, or folder, and select Download.)

OneDrive

£ Download Ti] =

Files »

= The Download button will only appear when files or folders are selected.
= The Download button may sometimes disappear if you refresh the web page while looking at a folder. To
work around this, you can go up one level in the folder directory and come back, or close that tab in your
browser and navigate to the folder again.
3. If your browser prompts you, choose Save or Save As and browse to the location where you want to save the
download. (Some browsers just start saving right away to a Downloads folder on your computer.)
Notes:
= If you need to free up space on your OneDrive, download your file or folder to a location outside of your

OneDrive folders (see below). You can then delete the OneDrive copy of the file or folder to reduce your
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storage amount.

~ 5 0SDisk (C)
Mot a OneDrive folder
> Program Files
> Program Files (x28)
v Users
v Username
[25 Contacts
[ Desktop
Documents
; Downloads
> i Favorites

J5 Music
> @ OneDrive
&=/ Pictures

m Videos

> Windows
> Control Panel
i Recycle Bin
If you select multiple files or folders and then select Download, your browser will start downloading a .zip file containing
all the files and folders you selected. If you're in a folder and you select Download without selecting any files or folders,
your browser will begin downloading all contents of the folder.
Notes:
= You can't download files directly from the Shared view. You will need to open the file and save a copy in the
location of your choice.
= You can't download OneNote notebooks. If you download a folder that contains a OneNote notebook, the .zip file
will contain an error message in the form of a .txt file.
= The option to download multiple files is not yet available in on-premises SharePoint Server (when your
organization doesn't subscribe to an Microsoft 365 business plan).
= The Download button may sometimes disappear if you refresh the web page while looking at a folder. To work
around this, you can go up one level in the folder directory and come back, or close that tab in your browser and
navigate to the folder again.
= In OneDrive for work or school, you can't use Internet Explorer to download folders or multiple files. You can use
Microsoft Edge or Google Chrome to download folders or multiple files.
= Downloads are subject to the following limits: individual file size limit: 10GB; total zip file size limit: 20GB; total
number of files limit: 10,000; folder size limit: 200 files.

= Files or folders containing a hashtag (#) in the file or folder name can't be added to .zip files.
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Use OneDrive to fetch files on a PC

If you have the OneDrive desktop app for Windows installed on a PC, you can use the Fetch files feature to access all
your files on that PC from another computer by going to the OneDrive website. You can even access network locations if
they're included in the PC's libraries or mapped as drives. When you browse a PC's files remotely, you can download
copies of them to work on. You can also stream video and view photos in a slide show. To access files on your PC
remotely, make sure the PC you want to access is turned on and connected to the Internet. OneDrive also needs to be
running on that PC, and the Fetch files setting must be selected.
Notes:
= After July 31, 2020, you will no longer be able to fetch files from your PC. However, you can sync files and
folders to OneDrive and then access those files from your web browser or your phone. To automatically

sync the Desktop, Documents, and Pictures folders on your PC, you can turn on OneDrive PC folder
backup.

= You can't fetch files that are on a PC running Windows 8.1. You can use a PC running Windows 8.1 to fetch files
that are on another PC.

= You can't fetch files that are on a Mac, but you can use a Mac to fetch files that are on a computer running
Windows 7 or Windows 10.

= You can't use the OneDrive mobile app to fetch files, but you can use a mobile browser running in desktop mode

to fetch files that are on a computer running Windows 7 or Windows 10.

Select the Fetch files setting
If you didn't select the Fetch files setting when you set up the OneDrive app, you can select it in Settings.
1. Go tothe PC where OneDrive is installed.

2. In Windows 10 or Windows 7, select the OneDrive icon in the notification area, at the far right of the taskbar.

(You might need to click the Show hidden icons arrow next to the notification area to see the icon, or start
OneDrive by clicking Start 8§ > OneDrive.)

3. In Windows 10 or Windows 7, select if:}:? Help & Settings > Settings.
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Open your OneDrive -

Settings

View online

Pause syncing W
Get help

Send feedback

Close OneDrive

O @ 2y

Open folder View online Help & Settings

3:30 PM

9/13/2020

(In Windows 8.1, select the OneDrive icon, and select Settings.)
4. Onthe Settings tab, under General, select Let me use OneDrive to fetch any of my files on this PC, and then
click OK.

@ Microsoft OneDrive X

Settings Account Backup Network Office About
General
Start OneDrive automatically when I sign in to Windows
[~ Automatically pause sync when this device is in battery saver mode
[] Automatically pause sync when this device is on a metered network

Let me use OneDrive to fetch any of my files on this PC
Maore info

Notifications

gll:glav notifications when people share with me or edit my shared

Notify me when many files are deleted in the cloud
Wam me before removing files from the cloud

Notify me when sync is auto-paused

Files On-Demand
Save space and download files as you use them
Mare info

o o

Note: If the fetch files setting is unavailable, it might be blocked by Group Policy on your domain-joined computer.

Contact your network administrator for more info.
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Then, restart the OneDrive app to complete the process.

1. Select the OneDrive icon in the notification area, at the far right of the taskbar.

12213 PM

& Y 71 )

5/17/2019
(You might need to click the Show hidden icons arrow next to the notification area to see the icon.)

PN Show hidden icons AM

!‘ a5/ 3u/2019

2. In Windows 10 or Windows 7, select @ Help & Settings.

Open your OneDrive
Settings
View online

Pause syncing

Get help
Send feedback
Close OneDrive
Open folder View online Help & Settings

0PM

9/13/2020

Then select Close OneDrive.
3. InWindows 10, type OneDrive in the search box, and then click OneDrive. In Windows 7 or Windows Vista,
click Start, enter OneDrive in the search box, and then click Microsoft OneDrive.
This opens your OneDrive folder and starts the OneDrive service.
Tip: To make sure OneDrive always starts when you sign in to Windows, right-click the OneDrive icon in the
notification area, and then click Settings. On the Settings tab, under General, select Start OneDrive

automatically when I sign in to Windows, and then click OK.
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Delete files or folders in OneDrive

You can delete specific files or photos on Microsoft OneDrive, or you can delete entire folders and all the items in them. If
you need to, you might be able to restore deleted files from the OneDrive recycle bin.

Note: If you want to remove files from your local computer while still keeping them on OneDrive, or vice versa,

see Delete items from your OneDrive, your hard drive, or both.

1. Go to the OneDrive website. You might need to sign in with your Microsoft account, or your work or school
account.

2. Select the files or folders you want to delete by pointing to each item and clicking the circle check box that

appears. (The left image below shows items in List view, the right image shows items in Tiles or Photos view.)

Files » Documents Files » Documents

[ Mame T (]

(] Book.xdsx

. Eﬂ: Document.docx 3
L
R ) q Bookadsx Document.docx
@l Drawing.vsax 2 hours ago 2 hours ago

3. To select all files in a folder, click the circle to the left of the header row, or press CTRL + A on your keyboard.
(You can also select several files at once by selecting one file, scrolling down the list, then hold down the Shift key
while left-clicking the last item you want to select.)

Files » Documents

@ [ Namel

hf —%
@ 0 Bookxlsx
@® 0| Documentdocx
@ @ Drawingvsdx
@ @O Notebook
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4. On the bar at the top of the page, select Delete. (You can also right-click the selected file or folder and

select Delete.)
Note: If you do not see the Delete icon in the top navigation bar, or when you right-click a selected item, you may

not have permission to delete that file or folder.
5. To delete a folder, rather than just its contents, you may need to go up or back a level to select the whole folder.

Files > Pictures > 2018 > 01
Jim

Files > Pictures > 2018

D Mame

%-m
Ly

et

Notes:
= A personal OneDrive folder does not need to be empty before you delete it. However, you may want to

check beforehand that there are no files or sub-folders within it that you want to keep.

= A work or school OneDrive for work or school folder must be empty before you can delete it.

Empty your recycle bin
Your deleted files and folders go to the OneDrive recycle bin from which you can restore files if you need to.

First, select Recycle bin in the OneDrive left side navigation.

Recycle bin

D Mame

& Recycle bin

= To permanently delete specific files or folders from the recycle bin, select those items, then select Delete in the

top navigation.
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= To permanently delete the entire recycle bin at once, select Empty recycle bin in the top navigation.
Note: Once you delete files from the OneDrive recycle bin, there may be a short delay in seeing that reflected in your
OneDrive account's storage availability.

Delete items from your OneDrive, your hard drive, or both

Delete from your OneDrive but not your hard drive

If you want to keep a file, photo, or folder on your computer, but not on OneDrive, use File Explorer (or Mac Finder, if

you're on a Mac) to move the file outside your OneDrive folder to a different folder on your hard drive.
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Delete from your hard drive but not your OneDrive
If you want to keep a file, photo, or folder on your OneDrive, but not on your computer (because you don’t want it to take
up space), put the file in your OneDrive folder, then turn on Files On-Demand (Windows) (or Files On-Demand (Mac)).

You'll still see the file in the OneDrive folder on your computer, but it will take up zero hard drive space.
Delete from both your OneDrive and your hard drive

If you have synced your OneDrive to your desktop/hard drive, use File Explorer (or Mac Finder, if you're on a Mac) to find

and delete the file, photo, or folder.

For more information, please refer to the Microsoft training resource page HERE
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https://support.microsoft.com/en-us/office/save-disk-space-with-onedrive-files-on-demand-for-windows-10-0e6860d3-d9f3-4971-b321-7092438fb38e
https://support.microsoft.com/en-us/office/save-disk-space-with-onedrive-files-on-demand-for-mac-529f6d53-e572-4922-a585-e7a318c135f0
https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d?wt.mc_id=otc_microsoft_teams

