One Drive is already installed on your laptop, you just need find and open the
application and log in.
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All  Apps Documents  5ettings Maore

Best match

OneDrive

| =
App

Settings
Enter your email address and Sign in

Set up OneDrive

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

t

|Enter your email address

Create account

Email address

Select “Next”
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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
C\Users\jeffreydaul\OneDrive - SISD

Change location

=y

Keep default settings and Continue

Back up your folders

Selected folders will sync in OneDrive - SJISD. 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.
() (1 ()
- . .
= -
Desktop Documents Pictures
0KB 0KB 1KB

Space left in OneDrive after selection: 1,022 GB

Select “Next” on the following screens
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Get to know your OneDrive

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

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.
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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.

Online-only On this device Always available
These files don't take up When you open a file, it Right-click a file to make it
space on this device, and downloads to your device available offline.
they download as you use 50 you can edit it while

them. you're offline.

=

You can select “Later” on this screen

Get the mobile app

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

Get the mobile app
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When you open a document in Word, Powerpoint, Excel, make sure AutoSave is
turned on in the upper left corner

W™ (&2

File Home Insert Draw D

KON
SI i

~ aﬁ' Format Painter

Undo Clipboard M=
I 'VVid Ul 2%

You’ll be asked where to save and just select your OneDrive

How do | turn on AutoSave?

Just upload the file. We'll save your
changes as they happen.

OneDrive - 5JSD
CarolynDaul@sjsd.k12.mo.us

OneDrive
Sign in

5 2
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Name the document

How do | furn on AutoSave?

Just upload the file. We'll save your
changes as they happen.

Document Mame >

MName your document:

Document5

0K Cancel

It’s now visible in your OneDrive in File Explorer
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(® New ~ T Sort ~ = Vien

& S5 v /]\ @ > OneDrive - 5JSD

[:] Name Status
v Quick access

- Document5 (5
@l Desktop » o =

@Settin up and using OneDrive on your Surf... ©
L Downloads # 1P 9 Y ~

wg Using your Windows laptop
=] Documents #

lﬂ studioppt (1)

PN Pictures »

EH_E] Using Teams
0 Music

@ Teams images
i3 Videos

@ Whiteboard basics

> OneDrive
#% Carolyn @ SISD

v @ OneDrive - SISD Eﬁ Intro to Surface Studio
> @l Desktop @ pics for ppt
> é Documents B studioppt
> downloads & testppt

5 Microsoft Team | Get Internet _ The White House

)DD@@@@(‘D@CQ(‘DI

" ' [1 1 mm Alart Madifimntimns (OAN

You can also view and access your OneDrive files from a browser. Go to
portal.office.com and log in. Click on the App Launcher in the upper left corner.

ST.JOSEPH

SCHOOL DISTRICT




Office

App launcher

Home

~ Good afternoon

Select OneDrive

Office

ﬁ Outlook ‘ OneDrive

o Excel s edite
m PowerPoint m OneNote -
a SharePoint ﬁ Teams
s Sway Forms
ﬁ Yammer ) Power Autom...

rop
m Admin ’ Stream
o ToDo ¥ Whiteboard
All apps - sened
Documents

New ~
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You’ll see the document in My files

OneDrive

Carolyn Daul T Upload v 22 Sync  £% Automate ~
£1 My files
D Recent My files
o Shared
) [  Name ~ Modified ~ Modified By ~
& Recycle bin
:Training 5 minutes ago Carolyn Daul
2 MNotebooks June 16 Carolyn Daul
B sisotech
Whiteboards June 13 Carolyn Daul
B 5:50 New Hires
downloads October 12, 2021 Carolyn Daul
More places...
i June 8, 2021 Caralyn Daul
Create shared library Pictures une &, Caralyn Dau
Desktop June 8, 2021 Carolyn Daul
Documents June 8, 2021 Caralyn Daul
test May 7, 2021 Caralyn Daul
Microsoft Teams Chat Files October 1, 2020 Carolyn Daul
[WEl :Setting up and using OneDrive on your Sur...  About a minute ago Caralyn Daul
@ :Docu ment5.docx 8 minutes ago Caralyn Daul

.

You can open the file from the browser or file explorer. You can edit it in the
browser or in the Word application.

You can move files to a folder in the browser by right clicking and selecting
“Move to” or you can copy/paste or drag and drop in File explorer.

You can share with others by selecting Share in the upper right corner of the
open document
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= Comments ~
g & @

Dictate Editor Reuse
Files
Yoice Sensitivity Editor 'Reuse Files b

Enter the users email address and choose if you want them to be able to edit or
not. Or you can copy the link to paste into a message.

Send link

Document5.docx

Anyone with the link can edit

To: Name, group or email V8%
Can edit
s / Make any changes
X Can view
Cannot make changes
03 Link settings
Copy link
Anyone with the link can edit Copy

Send a copy VvV
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When you send or copy the link, you can choose specific settings for that link by
clicking on “Anyone with the link can edit” and you’ll see these options:

"
Link settings

Document5.docx

Who would you like this link to work for? Learn more

Anyone with the link v

People in your organization with the link

People with existing access
Specific people

Other settings

B ~iow editing
£ Open in review mode only @ 0
Set expiration date *
4 Setpassword
= Block download @

AR Manage Access

s 2
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On all documents in OneDrive, you'll see a user called Managed Methods as an
Owner.

Manage access X

Stop sharing

%@ Links giving access @

There are no sharing links for this item.

Direct access @
Carolyn Daul
) ?r _ Chwner
HELP DESK TECHMICIAN

MManaged Methods COwner

Advanced

ManagedMethods is an enterprise-grade cloud security platform built specifically
for K-12 school districts. It protects sensitive student, parent/guardian, and staff
data stored in Google Workspace and Microsoft 365 from accidental loss and
malicious theft. So you will see them as an owner on all of your OneDrive
documents.
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