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1 Introduction
This Quick Reference Guide details the steps to use Office 365 (0365) OneDrive.

2 Overview

OneDrive is a drive on which you can save files created with Microsoft Office and 0365
programs. It’s similar to the Google Drive; all files are saved to the 0365 OneDrive cloud. You
can create documents, organize and create folders. You can sync previous Microsoft Office files
(PowerPoint, Word, and Excel) with OneDrive, enabling a broader access to them. You can
work on files with your computer, mobile device or visit the OneDrive cloud. Once you sync
with OneDrive, changes made within the OneDrive or when you are working offline will
automatically update the files on the OneDrive.

Note: OneDrive File Sync to local hard drives is only allowed on NVCC domain-joined
computers.

3 Install OneDrive

Note: Your experience may differ based on your web browser and/or if you have previously
installed OneDrive. If you have OneDrive installed, you will be prompted to uninstall OneDrive.
Please disregard this message and follow these steps to install OneDrive.

Follow these steps to install OneDrive:
1. Open your web browser and go to https://products.office.com/en-us/onedrive/download.

2. Click the Download button.

Note: A message on this site may indicate if you have Windows 10, OneDrive is already
installed. Please disregard and click the Download button anyway since this is not always the
case.

OneDrive for Windows

If you have Windows 10, OneDrive is already installed on your PC. If
you're using another version of Windows, install OneDrive to get
started.

— |

Figure 1: Click Download Button
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3. Click the Save button to save the OneDriveSetup.exe file.

€ Savehs X
“— v 4 * » ThisPC » Downloads v O Search Downloads -l

Organize - MNew folder == -
~
OperationsDacu ™ MName Date modified Type Size

Troubleshoot Ac 4B infopath_4753-1001_x64_en-us

VPN Offiste @) sharepointdesigner_64bit

Application 393,750 KB

Application 331,836 KB
~ [ ThisPC

. 3D Objects

[ Desktop

@ Documents

; Downloads

Jﬁ Music

v

&= Pictures

B videos

25 Windows (C)

=& Metwarl v

File name: | OneDriveSetup »

Save as type: | Application ~

4 Hide Folders Cancel

Figure 2: Click Save Button

4. Click OneDriveSetup.exe located at the bottom your web browser

OneDrive for Windows

If you have Windows 10, OneDrive is already installed on your PC. If
you're using another version of Windows, install OneDrive to get
started.

Start OneDrive

Download

Show all xX

Figure 3: Click OneDriveSetup.exe
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Note: If the User Account Control dialog displays prompting you to provide an admin user name
and password to run the Microsoft OneDrive Setup, cancel by clicking the No button and you
will be able to proceed.

. Microsoft

Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

Show more details

To continue, enter an admin user name and password.

\ Password ‘

Domain: DIRECTORY

e [ e

Figure 4: User Account Control Dialog

Microsoft OneDrive Setup will start.

& Microsoft OneDrive Setup >

@ OneDrive

Preparing OneDrive for first use. ..

Figure 5: OneDrive Setup Process

Once OneDrive is installed, Microsoft OneDrive Setup will close.
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4 Setup Your O365 OneDrive Account

Follow these steps to setup your O365 OneDrive account:

1. Select the E icon from the Windows task bar.

2. Select OneDrive from the Program Menu.

New

[ OneMote 2016

Qutlook 2016

Palo Alto Metworks

Pharos
PowerPoint 2016
Project 2016

Publisher 2016

Figure 6: Select OneDrive from Program Menu

3. Enter your NVCC email address and click the Sign In button.

& Microsoft OneDrive

Clicking "Signiin” means you agras to the Microsoft Services Aareement and pri
downioad and install its updates automatically.

Set up OneDrive

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

I asharifi@nvcc.edu I

ivacy & cookées. OneDrive may slso

- X

Figure 7: Sign In With NVCC Account (a)
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4. If prompted, click the Work or school button.

& Microsoft OneDrive - X

Set up OneDrive

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

This email address is used for both OneDrive and OneDrive for Business, Which would
you like to sign in to first?

Personal

Clicking “Sign in” means you 3gree to the Microsoft Senvices Agreement and privacy & coolies. OneDiive may also
download and instal its updates automatically.

Figure 8: Sign In With NVCC Account (b)

5. When prompted, enter your NVCC email address and password and click the Sign In
button.

& Microsoft OneDrive X

Northern Virginia
Community College

Sign in with your account@nvcc.edu

|ashariﬁ@nvcc.edu |

Home Privacy Help

Figure 9: Sign In With NVCC Account (c)
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6. Click the Next button in multiple windows to create your OneDrive user profile.

& Microsoft OneDrive

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and still

have them on this PC.

Your OneDrive folder is here
Cih\Users\asharif\OneDrive - Northern Virginia Community College

Change location

X

Mext

Figure 10: Create OneDrive User Profile (a)

& Microsoft OneDrive

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder.

Next

Figure 11: Create OneDrive User Profile (b)
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& Microsoft OneDrive

Share files and folders

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.

Figure 12: Create OneDrive User Profile (c)

& Microsoft OneDrive

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device.

Available when Available on this Mark your
online device important files
These files don't take up ‘When you open a file, it To ensure you can always
space on this device, and downloads to your device access your important files
they download as you use so you can edit it while even when you're offling,

right-click the file and
select "Always keep on this
device."

them. you're offline.

Figure 13: Create OneDrive User Profile (d)
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7. Click the Later button when prompted to get the mobile app.

& Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
10S and Android.

£

Get the mobile app

Figure 14: Get Mobile App

8. Click the Open my OneDrive — Northern Virginia Community College folder button.

& Microsoft OneDrive X

Your OneDrive is ready for you

E | Open my OneDrive - Northern Virginia Community College folder

Figure 15: Click Open my OneDrive — Northern Virginia Community College Folder

Version 1.3 0365 OneDrive Page 8
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9. Verify you see OneDrive in the left-hand pane of File Explorer.

a | [ = | OneDrive - Northern Virginia Community College — O =

Home Share View 0
i - P Select all
» I Moveto - 3¢ Delete ~ T v [l seteta
e

Select none

Pinatéggick Copy Paste H Copy to Rename fgled\.:r F‘ropfrties DDInvertseIection
Clipboard Organize MNew Open Select
1~ ® <« asha.. » OneDrive - Morthern Virginia Comm... v O Search OneDrive - Morthern V... @
.
I & OneDrive - North*ﬁ MName Status Date modified Type
[ This PC This folder is empty.
) 30 Objects
[ Desktop
@ Documents
‘r Downloads
J’ﬁ Music
&= Pictures
m Videos

=2 Windows ()
ok oma ' >

0 itemns =

Figure 16: OneDrive in File Explorer

10. To access OneDrive from the Program Menu: Select the E icon from the Windows
task bar and select OneDrive from the Program Menu.

eMote 2016

Outlook 2016

Palo Alto Networks

Pharos
PowerPoint 2016
Project 2016

Publisher 2016

Figure 17: Select OneDrive from Program Menu Click on windows icon then “OneDrive”
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11. Verify you see OneDrive in the left-hand pane of File Explorer.

a | [ = | OneDrive - Northern Virginia Community College

Home Share View 0
* < Select all
* I @ Moveto - 3 Delete = = v B setecta
e -

Select none
Pinto Quick Copy Paste

e Ty Hew Properties
access [ copvte fename folder © [ Invert selection
Clipboard Organize Mew Open Select
1 @ « asha.. » OneDrive - Northern Virginia Comm,.. w Search OneDrive - Morthern V... 2@

~ . g ifi W
& OneDrive - Northt Name Status Date modified Type

3 This PC This folder is empty.
_J 3D Objects

[ Desktop

@ Documents

; Downleads

J‘l Music

&= Pictures

m Videos

=5 Windows (C:)

ol owr . ' 7 <

D items =
Figure 18: OneDrive in File Explorer
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5 Manage Backup of Folders to OneDrive

Follow these steps to manage the backup of folders to OneDrive to sync the folders on your hard
drive with OneDrive:

1. Select the B icon in the Windows system tray and select More > Settings.

Open your Onelrive - Morthern Virginia Community College fold

Settings

View online

Pause syncing W
Manage storage

Get help

Send feedback

Cloze Onelrive

O (e

Open folder View online Mare

11:26 AM
5/6/2020

|

Figure 19: Manage Backup (a)
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2. Select the Backup tab and then click the Manage Backup button.

& Microsoft OneDrive *

Settings  Account MNetwork Office  About
Important PC Folders

Back up my files in the Desktop, Documents, and
Pictures folders to OneDrive, so they're Hemian s

protected and available on other devices.

OK Cancel

Figure 20: Manage Backup (b)
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3. Select the folders to backup and click the Start Backup button.

@ OneDrive - Nerthern Virginia Community College - X

Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,
backed up, and available on your other devices even if you lose this PC. Learn more.

© © (-]
. L ]
-
Desktop Documents Pictures
6 KB 12.1GB 6 MB

Space left in OneDrive after selection: 938 GB Start backup

Figure 21: Manage Backup (c)

OneDrive sets up the folder backup and syncs these folders from your hard drive to
OneDrive. Depending on the size of your folders, this may take a while.

OneDrive - Morthern Virginia Community College

Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,
backed up, and available on your other devices even if you lose this PC. Learn more.

. [ ]
[

Desktop Documents Pictures

Setting up folder backup...

Space left in OneDrive after selection: 998 GB

Figure 22: Manage Backup (d)
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@ OneDrive - Northern Virginia Community College - *

OneDrive is starting to back up your files

Your impartant files are now syncing and you can dose this window. Once complete,
your files will be available anywhere you use OneDrive.

Some files from Documents weren't moved from their ariginal locations to OneDrive.
These items won't be backed up and should be moved manually.

View sync progress

Figure 23: Manage Backup (e)

Note: If a message displays stating some files weren’t moved from their original locations to
OneDrive and won’t be backed up, you should move the files manually to OneDrive.

Going forward, all your files saved to these folders on your hard drive will be
automatically backed up on OneDrive.

Version 1.3 0365 OneDrive Page 14
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6 Access Files on the Computer’s OneDrive

Follow these steps to access files on the computer’s OneDrive:

1. Click the E icon.

2. Look in the left-hand pane of File Explorer for the ® OneDive 00 and click to open.
You’ll see the folders containing your Office files.

- | Iﬂ = | OneDrive - Northern Virginia Community College

Home Share View 0

3 v 1 Select all
J Moveto - 3¢ Delete - % .,/ FH setecta
e il select none
Pin to Quick Copy Paste Copy to Rename Mew Properties )
access 171 folder - £ DDImrertselectmn
Clipboard Organize Mew Open Select
&« v I+ @ » OneDrive - Northern Virginia Community C... » w ) Search OneDrive - Northern V... 2
Py
Project Charter / Mame Status Date modified Type
v o OneDrive - Northe B Desktop @ 5/6/2020 2221 PM File folder
I Desktop |:f| Documents = 5/6/2020 11:34 AM File folder
. = pi 5/6/2020 11:44 An : )
2 Documents | Pictures [ 3/6/2020 11:44 AM File folder
OneMote Moteb:
| Pictures
w [ This PC

) 30 Objects
I Desktop

|::'| Documents

4 Downloads v < >
5 items =

Figure 24: Access Files on Computer’s OneDrive

If you are prompted to log in, use your NVCC LAN account credentials. Logging in enables the
syncing of files from your desktop/laptop to the cloud.

Version 1.3 0365 OneDrive Page 15
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7 Access Files in the OneDrive Cloud

Follow these steps to access files in the OneDrive cloud:

1. Open your web browser and go to https:// www.office.com.

2. Click the Sign in button.
=.Micrasoft | Office Products v  Resources v Templates Support My account All Microsoft \’

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

Get Office Sign in

What is Office 3657

Figure 25: Office Sign In

3. Select your NVCC account and proceed to Step 5, or if prompted, enter your NVCC
email address and click the Next button.

B® Microsoft

Pick an account

asharifi@nvcc.edu

—|— Use another account

Figure 26: Select NVCC Account

Version 1.3 0365 OneDrive Page 16
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B8 Microsoft

Sign in

ashanfi@nvcc.edu

No account? Create one!
Can't access your account?

Sign-in options

Figure 27: Enter NVCC Email Address
4. If prompted, select Work or School account.

B Microsoft

it looks Exe this emall & used with more than one
account from Microsoft. Which omne do you wani o
use!

_rpditiddl b e (T (e i Bvigs

@ Work or school account

srabian TR e

Personal account

H Crastad by you

s hianilFRT ey

Figure 28: Select Work or School Account

Version 1.3 0365 OneDrive Page 17
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5. Enter your NVCC LAN account credentials and click the Sign In button.
‘ e 30 :

Northern Virginia
Community College

Sign in with your account@nvcc.edu

|ashar\h@nv((‘edu |

Home  Privacy  Help

Figure 29: NVCC Sign In

6. Click the ©nePrive jcon,

Good evening

+ & |e | @ H S @ D 7

Class

Start new Outlook OneDrive Word Excel PowerPaint OneNote SharePoint Noteboak All apps
Figure 30: Click ©"¢°"¢ Jcon
Version 1.3 0365 OneDrive Page 18
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If this is your first time accessing the OneDrive, you will see several configuration

screens. You may select SKip to bypass these screens or Start to view and follow the
prompts.

Let's get you started X

Welcome to your OneDrive account. When you put your files and pics in OneDrive,

they are always at your finger tips, no matter where you are or which device you're
locking at.

Skip 10f3 Start >

Figure 31: Configuration Screen (a)

Work together X

=

Meed to collaborate on your latest passion project? Share your documents,
presentations, and images with your creative team and make some magic happen.

{  Previous 20f3

Figure 32: Configuration Screen (b)

Version 1.3 0365 OneDrive Page 19
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OneDrive + Office = @@

OneDrive and Office are two great tools that work great together. Create your
work in Word, PowerPoint, or Excel. Keep it easy to get to and easy to editin
OneDrive.

Figure 33: Configuration Screen (c)

Version 1.3 0365 OneDrive Page 20
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8 Sign Out of OneDrive

When you are done with OneDrive, please remember to sign out before closing the webpage.
Follow these steps to sign out of OneDrive:

1. Click the icon with your initials in the upper right corner of the screen.

2. Select Sign Out.

OneDrive

P Search everything + New T Upload o Flow ~

Sharifi, Anita

N Sharifi, Anita
B3 My files . L. asharifi@nvee.edu
- Complete your OneDrive mission: My Office profil
0 ecen . . vly ffice profiie
- Upload your first file My account
My accou
g RESERED Upload your files and photos to OneDrive 5o you can get to them from any device. Select Uple

near the top of the page, or just drag and drop your files.
Shared libraries

d share information
re on any device. Create Files
s to see them here.

Create shared library
(1 Mame Madified Modified By File Size

Get the OneDrive apps

Figure 34: Sign Out OneDrive
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9 Save Files to the OneDrive Cloud

Follow these steps to save files to OneDrive:

1. Select File > Save As > OneDrive — Northern Virginia Community College to save a

work file to OneDrive.
10 Upload Files to the OneDrive Cloud using Google Chrome

Follow these steps to upload files to OneDrive Cloud using Google Chrome:
1. Select Upload > Files or Upload > Folder.

O Search everything —+ New T Upload v o~ Flow
Lopez, Ariel s
. Folder
1 Myfiles Files
0 Recent
A Shared [ Name Modified Modified By File Size Sharing Activi
% Recycle bin @Y testdocx Ar

Shared libra

Figure 35: Select Upload Files or Upload Folder

2. Select the files or folder you want to upload and click the Open button.
@ Open
4 & » ThisPC » Decuments »

Organize New folder

ame Date modified Type Size
3 Quick access

[ This PC
J 2D Objects
[ Desktop
| Documents
4 Downloads
b Music
=] Pictures
& videos

‘i Windows (C:)

Ezrms || v| All Files (%) -

Open Cancel

Figure 36: Select Files or Folder to Upload
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11 Resources
The following resources are available for OneDrive:

e Tips and Troubleshooting Assistance — https://support.office.com/office-training-center

e OneDrive Video Training — https://support.office.com/en-us/article/onedrive-video-
training-1f608184-b7e6-43ca-8753-2f1679203132?wt.mc_id=otc_home

Version 1.3 0365 OneDrive Page 23
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