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OneDrive

OneDirive is a cloud-based storage system you can use as your own personal online hard
drive, with 5GB of free space. OneDrive integrated with Office Online, a free web-based
version of popular Microsoft Office programs you can use to create basic Word documents,
Excel workbooks, PowerPoint presentations, and more.

Sign-in and initial tasks

1. To connect to your OneDrive for Business space for the first time; from your Web
browser navigate to https://onedrive.live.com/about/en-us/.

2. Click on “Sign up for free”. If you do not have a Microsoft Account (Outlook.com @
Hotmail.com), click on “Create a Microsoft account”. Complete the registration steps.

=. Microsoft Office Windows Surface Xbox Deals > 0O &  Sign

OneDrive Business Plans Download How-to

Save your files and photos to OneDrive and
get them from any device, anywhere

Sign up

OneDrive OneDrive for Business
If you use Outlook.com or Xbox Live, If your organization uses Office 365, use

you alr i ccount. your work or school account to sign in
Use it to sign in

3. Sign in OneDrive using your Microsoft account:
Enter the email address of the account you want to sign in to.

Next

O Always use this account

Don't have an account? Sign up now.



https://onedrive.live.com/about/en-us/
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4. Listed are your personal OneDrive files. Files can be accessed anywhere with an
internet connection.
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- gl everything + New ~ T Upload ~ 1= Sort v H @
OneDrive
Files
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Photos

Upload your documents and photos to OneDrive so you can access them from any of your devices. Just drag and

Shared dp M P v ety 9 Drag and drop to upload

. ° rop your files on to this page.
Recycle bin

389 KB used of 5GB

§ Gopremium (q &
Get 1 T8 (1000 GB) of storage f/
and the new Office 2016 apps. Q

Learn more

Getting started with ...
Get the OneDrive apps

5. Click on the menu icon to see a dropdown of available applications.
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Adding Files to the OneDrive

Open OneDrive

Click on Files

Double click on the folder on your computer that you want to upload

Select the Files that you want to Upload
e Hold down the SHIFT key to select Multiple Files that are beside each other
e Hold down the CTRL key to select Multiple Files not beside each other
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5. You can create new Folders to hold documents within the OneDrive by Selecting New.

Word document
Excel workbook
PowerPoint presentation

OneMote notebook

xcel survey

Plain text document

| el SR

6. Name your Folder and click Crea

te.
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Using Web Apps

This is an online version of Word, Excel and PowerPoint, which can be access without
installing the Office suite.

Creating a New Document with Web Apps

1. Click on New, and select the type of document desired.

$ Upload ~

—+ MNew ~

Folder

Word document
Excel workbook
PowerPoint presentation

OneMote notebook

xcel survey

Plain text document
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2. This will open an online version of the program. Use it as you normally would to
create your document.

Works Space to Create Document:

:q- Share

Document - Saved to OneDrive

Word Online

OneDrive » Documents
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Note: Your work is automatically save as you edit the document.
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Saving Web App Files

Save a copy of your file locally to your hard drive and/or USB flash drive.
1. Click on File.

2 | Word Online | oneprive

HOME

INSERT PAGE LAYOUT REVIEW

D Helvetica - 30

Paste B I U ab x, x* a¥
¥ Format Painter

Undo Clipboard Font

2. Click Save As then Download a Copy.

Save As
B. Save a copy to OneDrive,
Rename
i =
RS |::| Rename this file.

Download a Copy

— Download a copy to your computer,

|—[ﬁ Download as PDF
pdf

mEm Download a copy of this document to your computer as a PDF file.
—

Download as ODT

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

3. Click download.
Microsoft Word Online x

Your document is ready.

| Download | Close
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4. Click OK.
Opening Microsoft Office 2016_course outline.doox X

You have chosen to open:

e

Microsoft Office 2016_course outline.docx

which is: Microsoft Word Document (19.7 KB)
from: https://ggpdhw.bn1301.livefilestore.com

What should Firefox do with this file?

() Openwith | Microsoft Word (default) w

(@) Save File

[ De this automatically for files like this frem now on.

5. Navigate to where the file will be saved > Name the File > then Click Save.
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