Basics of OneDrive Handout
Upper Arlington Public Library QRLLJ'%TIOCN
Created April 2020

Explore. Gather. Grow.

Basics of OneDrive

How to Upload Files and Folders

You can use OneDrive to upload a single file, multiple files, or an entire folder of files, for
online cloud storage:

OneDrive

2 Search everything + Méw ~ T Upload ~ Esotv =+~ @
Files

Dnanire My ﬂle Folder

My files To upload a file or files, or to upload an entire folder

Recent of files from your computer or other storage device,

e O Name 1 click the “Upload” button, and select Files or Folder

- Basics of OneDrive from the drop-down menu.

narec

Recycle bin . Documents Oct 8, 2019 Private 102 KB

_‘IFnlder for Test Exercises 1h ago Private 205 MB

Once a file is stored in OneDrive, you can select the file to see what actions you can take on
it. In this example, we will move a file to another folder to organize files on OneDrive:

OneDrive

2 Search everything B8 Open v |2 Share ' Download [i] Del Copyto ¢ Rename </> Embed --- 1selected X (@

\

Onelrive 3 . .
Iviy files Once you have selected a file or folder, you will have new menu

My files options for your selection, including Share, Download, Move to,
Recent : and Rename.

[ Mame 7 T Size
Photos

Basics of OneDrive Fri at 3:22 PM Private 103 KB
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Recycle bin Z°  Documents Oct 8, 2019 Private 102 KB

|| '\IFc\der for Test Exercises Thago Private 205 MB

Personal Vault Private 0 bytes
7.15 MB used of 5 GB

Pictures Oct 8, 201% Private 121 MB

@ o gremium __  Resumes and Cover Letters Fri at 2:46 PM Frivate 10.8 KB
Get 118 {1000 GB) of storage
and the latest Office apps for B )ISample Budgets Zhago Private 9.07 KB
PC or Mac.
Eesimaie © @) “Demonstrate New Workbook xlsx : Thago Private 817Ks
Get the OneDrive apps m

@ “Example Expense Sheetx|sx 2h ago Private 907 KB
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This example illustrates how to use the “Move to” button. However you can always drag and
drop a file or a folder into another folder on OneDrive.

£ Open |2 Share 4 Download [il Delete 53 Moveto [} Copyto & Renarre + Move ‘6\ New folder X

Move item to

My files
~ & My files
Name Madified » [ Basics of OneDrive
Basics of OneDrive Fri at 3:22 P4 » I Documents
Click on a new location for your file or folder S BmFalder for Test Exercises

Document:

to select it, then click the “Move” button.

J > Personal Vault
“Folder for Test Exercises
> [ Pictures
Personal Vault
» [ Resumes and Cover Letters

Pictures Det B2 = Sample Budgets

Resumes and Cover Letters Fri at 2:46 P}
“Sample Budgets
@ B3 ~Demonstrate New Workbook xlsx : thago

| Example Expense Sheet.xlsx

You can also create new folders within existing folders on OneDrive, or upload a file directly
to a folder.

£ Folder
@] Word document Test Exercises

1] Excel workbook If you select the “New” button while a folder is open, any folder or document
@) PowerPaint presentation  [that you create will automatically be added to that folder.

i} OneNote notebook
2 for OneDrive Presentation.jpeg Oct 10, 2016 Oct 10, 2018 Private 205 MB

Drag files here to upload

If you prefer to drag and drop using your mouse or trackpad,
you can drag files from a folder on your device to the folder you
currently have open on OneDrive.
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How to Create a New File with Office for the Web

In OneDrive, you can create new files using Office for the web. The “New” button on
OneDrive will generate a new, blank file in the Office program of your selection.

OneDrive

2 Search everything -+ New ~ 7T Upload ~
You can create a new

" Folder

OneDrive “New"” button in OneDrive.

file by clicking on the

My files A
y B Excnl irarkbigok This will create a new, blank
Recent 2] PowerPoint presentation file LlSil'!g the appmpr‘iate software
P F program. It mFl also at{tomatlcaly
ri{save your file in OneDrive.
Shared @3 Forms survey
Recycle bin [ Plain text document

wl
“Folder for Test Exercises

You can also opt to create a file, or edit existing files, by opening the software app directly.

T Upload

Microsoft 365

% outiook @ onedrive  |your

You can also click on the app menu,
or app launcher, in the top left corner of

screen, and select a program from
Ist.

the |
Excel
m PowerPoint m OneMote
V Ta Do ‘ Calendar

All apps -

MName T

Basics of OneDrive
Documents

=l
“Folder for Test Exercises
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In this example using Word, the app launcher provides you with different options to open
existing files, or to create files from scratch, either with a blank document or using a
template, with formatting provided by Word.

New New documents saved to: @ OneDrive Hide templates

_
!_’ _

General notes APA style paper MLA style paper Premium templates

New blank document

When you use the app launcher to select a program, you will see this screen first:
from here, you can open recent files; upload and open files from your device; create More templates >
a new blank document (or spreadsheet or presentation); or select from
a template to input your own information.

Recent Pinned  Shared with me T Upload and open...

_ = Test Document for Basics of OneDrive Video SiEti
Fri at 5:20
M_‘ OneDrive (Personal) !
;‘!*1 Sample Document for Editing Purposes FFSESOTPN
Fri at 5:07 PM

%=|  OneDrive (Personal)

ﬁ “ Example Document 1 B A ArE R
Fria
_‘ OneDrive (Personal) » Basics of OneDrive

If you create a new document, you can click on its title to rename it. Always name your files
in a way that you can recognize its contents just by reading the title - and be sure to use
titles that distinguish one file from another!

Use a Title for Your Document that Makes It Identifiablei = Saved to OneDrive + @ Go premium GU
File Home Insert Layout References 2 Tell me what you want to do & Editing ~ = | A
File Name 8 e
v Flv <8 [calibri@ody) v 11 v A cv €2 55 = fev| Ox| B (8 | e
kJse a Title for Your Document that Makes It Ider .doox ¥
Location Click on the title to rename it. Your changes save automatically.|
D OneDrive

Office for the web organizes available commands for that software program using the Ribbon,
as shown below: commands are nested in command groups (like-minded functions), which are
then organized in tabs (the names running along the top of the ribbon, from left to right).
Commands for Word will differ from commands for Excel or PowerPoint, but the organization
will be the same.

Click on a tab name to see the available commands.
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Ribbon example:

Word Home tab Use a Title for Your Document that Makes It Identifiable! - Saved to OneDrive € Go premium Gl

File @ Insert Layout References Review Bold command| Open in Desktop App Q  Tell me what you want to do ¢ Editing ~ = || A
D [lv <F ||Aral Black w16 v A AV I U &~ &V =y i=v 3= = é{"’ L~ & &
o

Office for the web uses a modified version of the Ribbon to organize| |Click on a tab’s name, like “Home” or “Insert” to see the available
commands. Commands are tasks that you ask the software program | [commands, then click on a command to execute it.
to carry out, which will change the appearance of your document.

Il

Available commands will be different depending on the program you use.

As you enter information and make changes on your document, spreadsheet, presentation, etc., your
file will automatically save on OneDrive.

+ In Word, highlight text to make edits, using the
Ribbon and its commands at the top of the
screen.

From the File menu, you can save additional copies of the file (Save As function: allowing you
to create an original copy, and then multiple copies with different file names or locations),
and download copies of the file. Download options will differ by software program, but you
will be able to download a copy to your computer or other local storage device using the file
format appropriate for the software application you are using.

Use the File menu to access Save,
Save AS Rename, and Download options.

You can make a copy of
Save As the file you are currently
ﬁ Save a copy to OneDrive. editing: once selected, you
will be prompted to name

- R your copy, and select its
=0 ENRIme location in OneDrive.

Rename this file.

You can also download
a copy of this file to
e AR et download in the
— compatible format for
[ DN  Download as PDF this program.
Download a copy of this chm your computer as a PDF file.

For Word files, you can also
“ﬁ Download as ODT  |download a PDF version.

Download a copy of this document to your computer as an ODT file.

Where's the Save Button?

There's no Save button because we're automatically saving your document.
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You can share both files and folders using OneDrive, and set permissions on who will be able
to access the file or folder, and how they will interact with it. When you click on the Share

button, a dialog box will open, and ask you to set your sharing permissions.

Download il

Resumes and Coverhe

Delete EJ Move to

™ Copyto

f Rename

<> Embed
ULl o, cUiy Flivate

Fri at 2:46 PM Private

a
~Sample Budgets

To share a file or folder from OneDrive, select the file or
folder, then click the Share button.

Private

-,
If!_‘1 “Demonstrate New Workbook.xlsx
[y R

E}| “Example Expense Sheetxlsx

@ Getting started with OneDrive.pdf

N
“Introduction to the Cloud Presentation.pptx

®

Ll

J Sample Document for Editing Purposes.docx

&

Test Document for Basics of OneDrive Video.docx

o
_l' ~Use a Title for Your Document that Makes It Identifiable! docx

Yesterday at 3:28 PM Private

Yesterday at 2:56 PM Private
Oct 8 2019 Private
Yesterday at 3:34 PM Private
Fri at 5:07 PM Private
Fri at 4:40 PM

Private

30m ago Private

You can share a file with specific people by adding their email addresses, or you can generate

a link that you copy and paste to a message, email, or even a website.

When you share a file, you also set editing permissions (edit or view only) for anyone with the
link or for your specific recipients. Detailed information about sharing permission is available
on the Microsoft OneDrive help page about sharing files and folders.

Send Link G 5

Use a Title f.dentifiable!

Anyone with the link can edit \

Click on this menu to determine how
you want to share the file:

by generating a link that you copy
and paste, or by sending via email.

b

Copy Link f

Link settings e

Use a Title f.

dentifiable!

Who would you like this link to work for?

Anyone with the link v

@ Specific people

Other settings

B Allow editing

Setewpiration date

n t word
£ Set password

Keep this box
checked to give
your recipients
permission to edit
the file. Uncheck
if you want them
to view the file
only.

Apply Cancel

Send Link e

Use a Title f._dentifiable!

People you specify can view >

Enter a name or email address

Add a message (optional)

@

Copy Link

If you choose to send
the file to specific
people, enter their
Microsoft account
email addresses here.
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