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Presentation Notes
Welcome to the Learning Path: Store, sync, and share your work files, part of the following series of Learning Paths:
-------------------
1. Get it done from anywhere
2. Email and calendar on the go
3. Store, sync, and share your work files
4. Run more effective meetings
5. Work like a network
-------------------
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What is OneDrive?

OneDrive is the place where you can store, share, and sync your files and then get to them from
anywhere on virtually any device.

In this module, you'll learn:
What is the cloud? Why store files there?
What is OneDrive?
What's the difference between OneDrive and OneDrive for Business?

What not to put on OneDrive-Salt Lake Community College
] Office 365



What's the cloud? Why store files there?

The cloud is the Internet—a global system of
interconnected computers.

Connecting computers to the cloud let's you
keep in touch with friends, manage your
business, and store files in one place.

Why store files in the cloud?
Well, storing your files in the cloud let's you:

« Access and update files from anywhere on
any device.

« Share photos and files with others.

« Work on documents with others at the

same time (if you store them in OneDrive).

] Office

(Click the image to play the video)
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https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5
https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5
https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5

What is OneDrive?

OneDrive is Microsoft's cloud storage service.

You can store all your pictures, videos,

documents, and other files in OneDrive. p—
With your files in OneDrive you can: iy o -
« Access and update files from any device G pmmn @
connected to the Internet. -
 Instantly view pictures you take with your B g e
mobile phone on your Windows PC, iOS, or o
Android device. o | —— =
iy:er:I:tomge it g _““ng Office
« Work on a document you create at home o — -
on a laptop at work. (Click the image to play the video)

« Share your photos and files with others.

« Work on documents with others at the
same time.
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https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38
https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38
https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38

What's the difference between OneDrive
and OneDrive for Business?

OneDrive is one service, with two different places to put
stuff:

OneDrive - Personal is for personal stuff. Put your party 6 OneDrive
photos, honey-do lists here.

OneDrive - Salt Lake Community College is for work
stuff.

& OneDrive

Put all company related work in your OneDrive-Salt Lake for Business

Community College
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When to use OneDrive instead of sites

OneDrive is for your PERSONAL work documents.
« 1 Terabyte of space!

If you are part of a group, committee, department that
collaborate on documents frequently a Site is better suited.

Department sites can be set up by contacting the
HELP desk (ext 5555 or help.desk@slcc.edu)

Ad-hoc or short committees can be set up by
the user. (see Sites training)
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What NOT to put on OneDrive..

On your OneDrive-Salt Lake Community College DO NOT
put

» Personally Identifiable Information
Information (PPI) on your OneDrive!

« These include:

& OneDrive

e Credit card numbers
« SSNs

« Financial

« Personal data

If you need to store this kind of data please use
either your H: drive or department share drives

] Office 365



Drag files to OneDrive in the browser

As part of Office 365 or SharePoint Server 2013, OneDrive for Business lets you update and share

your files from anywhere and work on Office documents with others at the same time. The first step
is to drag some files to OneDrive for Business in a browser.

In this module, you'll learn how to:

Drag and drop files to OneDrive for Business in the browser

Upload files to OneDrive for Business in the browser

] Office 365
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Drag and drop files to OneDrive in the

=
1. At the top of any page in Office 365, select p—
OneDrive. Or select B, and then select e
OneDrive. == P

2. Find the documents that you want to upload on
your computer and drag them to the space in the e
library where it says drag files here. “ocimen

[ g
——t"

Note: The first time you click OneDrive, you will see
some setup screens and instructions while your
personal site is being set up. You may have to wait and
then click OneDrive again before continuing to step 2.

If you don’t see the option to drag and drop files,
make sure you've installed the latest updates for Office.

] Office 365
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Upload files to OneDrive in the browser

Here's another way to upload files. OneDrive

T Upload w ~ Sync

1. Instead of dragging files, select Upload.

Files | Upload files from your co

Files

Folder

2. In the Choose File or folder to Upload dialog
box, select the files you want to upload, and
then click Open.

Tip: Your files are private unless you share them.
To share files easily with everyone in your
organization, drag them into your Shared with
Everyone folder. For more about sharing, see
Sharing files with others.
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See your files from other devices

After you upload files to OneDrive-Salt Lake Community College, you can see them from other
devices by just signing into your Office 365 site in your browser, and then clicking OneDrive.

In this module, you'll learn how to:

See your files from other devices

] Office 365



See your files from other devices

The files you upload from any device are right there for you
to use. ] Office 365

1. On any device, sign in to www.slcc.edu/office365 with your | Senmwithyeur crganizational account
work or school account.

|someone@example.com

For example, yourusername@slcc.edu

L] Keep me signed in

Password- MyPage Password

Sign in

At the top of any page in Office 365, select
OneDrive. Or select g , and then select
OneDrive.

] Office 365


http://www.slcc.edu/office365
mailto:yourusername@slcc.edu

Get OneDrive for Business apps

For a better experience, get a OneDrive for
Business app for your device, at OneDrive.com:

&& OneDrive

« Windows :
for Business

« Android

Mac OSX

I0S
« Windows Phone
« Xbox

] Office 365


https://onedrive.live.com/about/en-us/download/
https://onedrive.live.com/about/en-us/download/

Save and open files

You can work with the files you store in OneDrive- Salt Lake Community College right from Word,
Excel, PowerPoint, and other Office desktop apps. There's an alternative to going to your Office 365
site in a browser.

In this module, you'll learn how to:
Save a file
Open a file
Add a place to save a file

Create and save from a site or mobile app

] Office 365
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Save a file

Save a file to OneDrive for Business from an Office @

desktop app: Save As

1. Open a document in an Office desktop app such as
Word, Excel, or PowerPoint, and then click
File > Save As > OneDrive - Salt Lake Community

COI Iege . Save OneDrive - Salt Lake
Community College

Mew

E‘> Sites - Salt Lake Community

Open College

Save As

Browse to the location where you want to save the e
. . Save as Adobe neLirve
file, and then click Save. PDF

Computer
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Open a file

Open a OneDrive for Business file from an
Office desktop app:

Open

1. In an Office desktop app such as Word,
Excel, or PowerPoint, click File > Open >
OneDrive - Salt Lake Community s Sites - St Lake Community
CO"ege. College

Save s

@ Recent Documents

. OneDrive - Salt Lake
Browse to the file you want to open, and Save as Adobe Community College

then click Open. -

Print OneDrive

Share

Computer

Export

] Office 365
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Create and save from a site or mobile app

For information about creating and saving files directly on
an Office 365 site or from a mobile app, see Working with
Office documents in a browser or mobile app.

For guidance about where to save files, see Should | save
my documents to OneDrive for Business or a team site?

] Office 365


http://support.office.com/article/4bb051f2-acd0-4039-8a4e-0288fea2c159
https://support.office.com/article/d18d21a0-1f9f-4f6c-ac45-d52afa0a4a2e

Sync your files with your computer

Sync OneDrive for Business to your computer, and then get to your files in File Explorer instead of in a
web browser. All your changes sync to OneDrive for Business whenever you're online.

In this module, you'll learn how to:
Sign in to your site

Sync your files

] Office 365



SIgn In to your site

1. On any device, sign in to www.slcc.edu/office365_with

your work or school account.

For example, yourusername@slcc.edu

Password: MyPage password

At the top of any page in Office 365,
select OneDrive. Or select B, and then

OneDrive.

] Office 365
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-
Sync your files

1. On your OneDrive, click Sync. OneDrive
2. At the prompt, click Sync to start the sync @ New v 2 Upload v
app. |
. . l:| |S}fﬂt}fDUFGHEDrIVEtD your computer
The app will sync your OneDrive to your lHes
computer

] Office 365
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Sync your files, continued

3. Select Sync in the app to start syncing.
RPN hhodel - o IEl

To retrieve your files S—— o
. . = == x Cut N x I 3 | I@ New item ™ Q EOpen - ESE'E(I all
1. GO to your flle eXplorer and ClICk é L| W] Copy path Ik S - LL} ﬂEasyaccess' Z Edit EESelectnone
Copy Paste Move Copy Delete Rename  New Properties . H;'Inver‘t selection
B‘j Paste shortcut to~ to~ - folder - | ¢p History =
O n T h I S PC Clipboard Organize New Open Select
@ = A | » ThisPC » Default (C) » Users » hhodel v & | Search hhodel P
2. Se | eCt Loca | D I S k (C:) ly Desktop ~ ] Name : Date modified Type Size "
.| Documents K o
Contacts 3/24/2015 12:04 PM File folder
N |3 Downloads
3. Navigate to the Users folder Lo  Desop /142015208 PM  Fl foder
E Pict | Documents 8/10/2015 9:12 AM File folder
ictures
1 ) 1% Downloads 8/6/2015 8:38 AM File folder
4' C | IC k O n yo u r u Se rn a m e fo | d e r __b Vldfeols . |- Favorites 3/24/2015 12:04 PM File folder
. & Links 8/11/2015 1:18 PM File folder
5 . Se | ect O ne D rive- Sa |t La ke :‘" ;TTmeS(.\L\s(i?O(:- Music 3/24/2015 12:04 PM  File folder
F OIT QN . [¥] Ja OneDrive - Salt Lake Community College 8/14/20152:06 PM File folder
M | OneDrive for Business — Unsynced Changes  8/5/2015 4:07 PM File folder v
Community College @nevork

15 items 1 item selected
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Manage your files on your computer

After you sync your OneDrive for Business files with your computer, you can manage your files like
other files on your computer. You move, rename, and delete your files the same way you're used to,
except the changes you make to OneDrive for Business files sync to all your other devices. So if you
delete a file here, it's deleted everywhere. In this module, you'll learn how to:

Copy or move a file
Rename a file

Delete a file

] Office 365
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Copy or move files

1. In File Explorer, select the files you want to
copy or move.

2. Right-click the files and drag them to your
OneDrive - Salt Lake Community College
folder or to another location.

MEFANES hhodel - b
Home Share View ~ 0
_] % Cut ’@ x @ 1 | @New item ~ | Eopen - ESelect all
Copy path e RS - N :_a Easy access ~ A Edit E E Select none
Paste Move Copy  Delete Rename  New Properties IEID lecti
@ Paste shortcut o~ to~ - folder . |l History o Invert selection
Clipboard Organize New Open Select
@ = 4 | » ThisPC » Default (C) » Users » hhodel v ¢ Search hhodel pel
ra
ly Desktop ~ [ Name Date modified Type Size "
£ Documents J# Downloads 8/6/2015 8:38 AM File folder
/s Downloads K. Favorites 3/24/2015 12:04 PM  File folder
¥ Music & Links : 8/11/2015 1:18 PM File folder
k Pictures 1) Music@_’;‘ 3/24/2015 12:04 PM  File folder
i§ Videos \Jg OneDrive 2t Lake Community College 8/14/2015 2:11 PM File folder
1]
= Default (C: - Clepe] ;
‘_/ © A OneDrive f0r| =» Move to OneDrive - Salt Lake Community College File folder
= Home (\\SMB) (H: & Pictures 372472075 12:.04 PM File folder
= OIT (\SLCCFPO3.s | Roaming 11/4/2014 2:43 PM File folder
i Saved Games 3/24/2015 12:04 PM File folder
@ Network I Crnvrhne S/ /N4 0 7.2 DA Ciln fal-dae 7
| s 1 ffi
15 items 1 item selected = O |Ce 365
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Manage your files: Rename a file or Delete

UCSRFANES

Home  Share  View

‘;% B ¥ cut

_oEE
~@

OneDrive - Salt Lake Community College

1. Right-click the file you want to rename in your

OneDrive - Salt Lake Community folder. Jo 0 X =f I S [ B B

Copy path .
Copy Paste Move Copy Delete Rename  New Properties Hjl lecti
Lﬂ Paste shortcut o~ o - folder - | History o Invert selection
Clipboard Organize New Open Select

2. Select Rename on the shortcut menu. ©

~ 1 & < Users » hhodel » OneDrive - Salt Lake Community College v ¢ | Search OneDrive - Salt Lake C.. R

M Open Date modified Type Size
3. Type the new name for your file.
ebooks 8/6/2015 10:55 AM File folder
:::1 red with Everyone 8/5/2015 10:07 AM File folder
TO D e | ete T R Commodities 8/5/2015 3:11 PM M!crosof‘t Excel Wor... 1,129
8/5/2015 10:09 AM Microsoft Word Do... 11
. i . . i areickdeh=0k _ EDrive Training 8/5/2015 10:34 AM  Microsoft Word Do... 15
1 . ng ht_C| I C k th e fl |e yo U Wa nt tO d e | ete I n yO U r i Ezr:si::?ili:jﬁb:;slzaind EMal eDrive Training 8/14/2015 2:11 PM Microsoft PowerPoi... 1,590
OneDrive _ Salt La ke COmmunit ﬁ Ecit with Notepad -+ t3 8/10/2015 2:52 PM Microsoft Word Do... 11
y t 8/3/2015 4:13 PM Microsoft Word Do... Ll

m Scan with System Center Endpoint Protection...

ning_Store_sync_and_share_files 8/13/2015 11:43 AM  Microsoft PowerPoi...

@ |dentity Finder Endpoint 4

2. Select Delete on the shortcut menu. Open with.
Share with 4
Send to >

Tip: Remember, any changes you make to a file in your =
OneDrive for Business folder apply to all devices, not just — ow
to this computer. The changes will sync to all your other ™

,
devices.

Properties
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Share files with others

When you store your files in OneDrive, you can share with others from any device by going to your
www.slcc.edu/office365. Or you can share right from an Office desktop app without even going to
Office 365 in a separate window. Whichever way you share Office files, you can work with others at the
same time they work and see changes as people make them. In this module, you'll learn how to:

Share a file with everyone from a browser
Share a file with individuals from a browser

Share a file from an Office desktop app

] Office 365
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Share a file with individuals from a browser

1. At the top of any page in Office 365,
select OneDrive. Or select B, and OneDrive
then select OneDrive.

M Delete [ Copy to Mowve to [# Rename @ Details

2- SeleCt the file you Want to Sharel and |Givepenp|epermi55iuntn view ar edit the selected itemsi
then select Share. Files

Mame 1 Modified

© ™ Google Tools

] Office 365



Share a file with individuals from a browser,
continued — x

3.

B  Only shared with you

Invite people . L
In the Share window, type the name of each | |
person you want to share the file with. As you type e rally Rihins
each name, suggestions appear that match your
contacts. When you see the name you want, select
It to add it to the list. @ Require sign-in

SHOW OPTIONS

Select the permission in the list that you want to
grant people. You can change the permission later
for any person.

If you want, type a message to send to all the people you're inviting. The email
message will include a link to the shared document.

If you don't want to send an email to invitees, click Show Options, and then clear
Send an email invitation.

Click Share.
] Office 365



Work together on a document at the same time

When you store and share your files in OneDrive-Salt Lake Community College, you can work
with others at the same and avoid reconciling multiple versions of your files. Work together from
either the online or the desktop versions of Word, PowerPoint, or OneNote. For workbooks, use
Excel Online. In this module, you'll learn how to:

Work with others on a document at the same time

] Office 365
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Work together on a document at the same time

Here are a few details to keep in mind:

3
 In the desktop programs, co-authoring works best in the i@ “
most recent version of Office (Mac and Windows), but is =s= aA
also supported in Office 2010. [:-»:: =)
« There's no special co-authoring mode and no command 6 N creg Akserod
to work together on a document. Just open the file for et IO} soy Miter

editing and start working.

« As you edit, the Office app tells you when other people
are working too. In Word, you'll even see which paragraph they're working on.

« Updates are handled differently. For example, OneNote notebooks and Excel Online
workbooks show updates immediately. Word documents, save the document to share
and see updates.

Note: If someone opens a workbook in the Excel desktop app, the workbook can't be
edited in Excel Online until it's closed again in the desktop app.

For more information, see Work together on Office documents in OneDrive.
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https://support.office.com/en-US/article/Work-together-on-Office-documents-in-OneDrive-EA3807BC-2B73-406F-A8C9-A493DE18258B

Additional resources

For more information about OneDrive see the following resources:

Discover OneDrive
Store and Share Documents Quick Start Guide

Get the OneDrive for Business mobile app for
your device

Find more Learning Paths at the Office 365 Learning Center.

More OneDrive- Salt Lake Community College Questions?

Contact Hailey Richins ext 3960 or hailey.richins@slcc.edu

] Office 365
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https://onedrive.live.com/about/en-us/download/
http://go.microsoft.com/fwlink/?LinkId=511461
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