| OneDrive Quick Start

WHAT IS ONEDRIVE?

OneDirive is a cloud storage service that lets you back up, access, edit, share, and sync files from any device.
Any files you put into OneDrive automatically sync and become available in the OneDrive folder.

1. Access OneDrive - Web Browser
From your web browser, navigate to office.com.
Sign into using your standard OCCC username and password.
In the upper left-corner of the window, select the app launcher icon, then select the OneDrive icon.
Alternatively, select the “OneDrive” icon from your icons in the lower right-hand corner of the screen, then select

“View Online”.

2. Access OneDrive - Desktop
Select the “OneDrive” icon in the lower right-hand corner of the screen.

Select “Open Folder”.
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| OneDrive Quick Start - Home

WEB BROWSER - HOME Settings

Use the gear icon to change
OneDirive settings.

Add Items

(=== Select this button to add new
folders or files to OneDrive.

Recent Files

. .- = =% Sort recently opened/
1 edited files by type.
1
1
1
1
1

Menu

Use the menu to navigate
through OneDrive.
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| OneDrive Quick Start - My Files

WEB BROWSER - MY FILES

Back to Home

Select this link to return
. - == Packtothe Home page.

Edit Folders

Select the circle icon to
share or delete folders.

Folders

Select folders to view files
contained inside.
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| OneDrive Quick Start - Shared

WEB BROWSER - SHARED

Shared With/By

Switch between objects shared
with you vs. objects shared by you.

1 Activity
. Shows recent activity on
the file.
I
1
1
1
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1
1
Shared by
Shows who shared the file/
folder.
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| OneDrive Quick Start

Upload Files to OneDrive

Any files you delete from your OneDrive will be

1. Drag and drop the file into your OneDrive folder deleted from your devices! Just like uploaded files
on your desktop. This makes it available online and are reflected, deleted files are reflected in the same
through all of your connected devices under the “My Bl
Files” tab.

2. Alternatively, in the OneDrive web browser, select the
“‘“Add New" button under “My Files”. Then, select the

appropriate option from the drop-down menu. Status |COI‘\S

Blue cloud - A blue cloud icon indicates that
the file is only available online. Online-only files
don't take up space on your computer.

Person next to cloud - This indicates the file or
folder has been shared with other people.

Green tick - When you open an online-only
file, it downloads to your device and becomes

L a locally available file. You can open a locally
r=-= available file anytime, even without Internet
access. If you need more space, right-click the
file and select “Free up space” to make it an
online file.

Solid green circle - Files that you mark as
“Always keep on this device” have the green
circle with the white check mark. These are
always available files download to your device
that take up space.
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| OneDrive Quick Start

Sharing Files

The files on your OneDrive are private until you
share them. Note when you share folders with “Edit”
permissions, people you share with can add the shared
folders to their own OneDrive. Any updates they make
sync with the shared folder, so everyone with access to
the folder is up to date.

To share files: |:|
- Pick the files or folders you want to share by selecting
the circle icon. :
Select the “Share” icon at the top of the page. 4 | I
Select “Copy Link” to copy the link. o

Sharing Permissions

To change the link permissions, select the gear icon.

« Anyone - Gives access to anyone who receives the
link, whether they receive it directly from you or
it's forwarded from someone else. Includes people
outside of OCCC.

« People in OCCC - Gives anyone in OCCC who has
the link access to the file.

« People with existing access — Can be used by
people who already have access to the document or
folder. This doesn’'t change any permissions.

« Specific people - Gives access to only the people
you specify.
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| OneDrive Quick Start

For the “Anyone” option - there are two additional o °

fields that show up under the “More Settings” section Add Itlonal Hel p
- the “expiration date” and “password” fields. o . .
If there are any additional questions, use the question

Whenever sharing a file using the “Anyone” option, mark icon located near the top of the OneDrive '
an expiration date and password should be set to browser page or reach out to your SharePoint/OneDrive
add additional security. Note that the maximum link Administrator.

duration is set for one calendar year.

4 N S

- J

Under “More Settings” change if user(s) can view or
edit the file.

Select “Apply”, then select the “Send” button.

You can also manually send the link to the recipient
by selecting the “Copy link” button.
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