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What is OneDrive?

OneDrive is the place where you can store, share, and sync your files and then get to them from
anywhere on virtually any device.

In this module, you'll learn:
What is the cloud? Why store files there?
What is OneDrive?

What's the difference between OneDrive and OneDrive for Business?
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What's the cloud? Why store files there?

The cloud is the Internet—a global system of
interconnected computers.

Connecting computers to the cloud let's you
keep in touch with friends, manage your
business, and store files in one place.

Why store files in the cloud?
Well, storing your files in the cloud let's you:

Access and update files from anywhere on
any device.

Share photos and files with others.

Work on documents with others at the

same time (if you store them in OneDrive).
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https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5
https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5
https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5

What is OneDrive?

OneDrive is Microsoft's cloud storage service.

You can store all your pictures, videos,
documents, and other files in OneDrive.

With your files in OneDrive you can:

Access and update files from any device
connected to the Internet.

Instantly view pictures you take with your
mobile phone on your Windows PC, iOS, or
Android device.

Work on a document you create at home
on a laptop at work.

Share your photos and files with others.

Work on documents with others at the
same time.
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https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38
https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38

What's the difference between OneDrive
and OneDrive for Business?

OneDrive is one service, with two different places to put
stuff:

OneDrive - Personal is for personal stuff. Put your party && OneDrive
photos, honey-do lists here.

OneDrive - CompanyName is for work stuff.

& OneDrive

for Business

Put your company expense reports and confidential info
about the next product launch here.

Want more info about OneDrive — Personal? Check out the
OneDrive personal training videos.
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https://support.office.com/en-US/article/OneDrive-training-videos-9581db03-f8b9-4722-85b5-d0059235d300

Drag files to OneDrive for Business in the browser

As part of Office 365 or SharePoint Server 2013, OneDrive for Business lets you update and share

your files from anywhere and work on Office documents with others at the same time. The first step
is to drag some files to OneDrive for Business in a browser.

In this module, you'll learn how to:

Drag and drop files to OneDrive for Business in the browser

Upload files to OneDrive for Business in the browser
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Drag and drop files to OneDrive for Business
N the browser

| - ==
At the top of any page in Office 365, select — .
OneDrive. Or select [@, and then select | n
OneDrive. | . A=
2. Find the documents that you want to upload on
your computer and drag them to the space in the o
library where it says drag files here. Ocume”“--_-.-

Note: The first time you click OneDrive, you will see
some setup screens and instructions while your
personal site is being set up. You may have to wait and
then click OneDrive again before continuing to step 2.

If you don’t see the option to drag and drop files,
make sure you've installed the latest updates for Office.
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Upload files to OneDrive for Business in the

O rOWSGr OneDrive for Business
Documents
Here's another way to upload files. @ new Ssync sedit 4 manage
. . v D Mame Modified
1. Instead of dragging files, select Upload. N o ulyos
Shared with Everyone wes  luly 09
2. In the Choose File to Upload dialog box, @) Asia Q3 Marketing Overview Beta e July 09
select the files you want to upload, and then € biling Statement - Wednesday
ClICk open Add a document x
. . . Choose a file ‘ I Browse.. I |
Tip: Your files are private unless you share them. o i s s et
To share files easily with everyone in your | |
. . . o Destination Folder / Choose Folder..
organization, drag them into your Shared with [omooe |
Everyone folder. For more about sharing, see Rl
Sharing files with others.
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See your files from other devices

After you upload files to OneDrive for Business, you can see them from other devices by just signing
into your Office 365 site in your browser, and then clicking OneDrive.

In this module, you'll learn how to:
See your files from other devices

Get OneDrive for Business apps
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See your files from other devices

The files you upload from any device are right there for you
to use. ] Office 365

1. On any device, sign in to Office 365 with your work or S WA JoURCTgsEtione; aconti
school account.

someone@example.com

Password

For example, ellen@contoso.onmicrosoft.com,
ellen@contoso.edu, or ellen@contoso.com.

[] Keep me signed in

If you're not sure what your work or school
account is, check the welcome email that
asked you to sign in the first time.

2. At the top of any page in Office 365, select
OneDrive. Or select B, and then select
OneDirive.
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http://portal.office.com/

Get OneDrive for Business apps

For a better experience, get a OneDrive for
Business app for your device, at OneDrive.com:

&& OneDrive

Windows :
for Business

- Android
Mac OSX
I0S
Windows Phone
Xbox

Download OneDrive
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https://onedrive.live.com/about/en-us/download/
https://onedrive.live.com/about/en-us/download/
https://onedrive.live.com/about/en-us/download/

Save and open files

You can work with the files you store in OneDrive for Business right from Word, Excel, PowerPoint, and
other Office desktop apps. There's an alternative to going to your Office 365 site in a browser.

In this module, you'll learn how to:
Save a file
Open a file
Add a place to save a file

Create and save from a site or mobile app
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Save a file

Save a file to OneDrive for Business from an Office
desktop app:

1.

Open a document in an Office desktop app such as
Word, Excel, or PowerPoint, and then click
File > Save As > OneDrive - YourCompanyName.

For example, OneDrive - Contoso.

Browse to the location where you want to save the
file, and then click Save.

©

Info

Save

Save As

Save As

‘ & OneDrive - Contoso \

&@a OneDrive - Personal
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Open a file

Open a OneDrive for Business file from an
Office desktop app:

Word

1. In an Office desktop app such as Word,
Excel, or PowerPoint, click File > Open > Open
OneDrive - YourCompanyName.

@ Recent Documents

For example, OneDrive — Contoso.

2. Browse to the file you want to open, and & OreDrive =Contose

then click Open.

(& OneDrive - Personal
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Add a place

If you don't see OneDrive -
YourCompanyName under Save As or Open:

1. Select Add a Place > Office 365
SharePoint.

2. Sign in to Office 365 with your work or
school account.

Save As

ﬁ OneDrive - Personal

(F%  Other Web Locations Office 365 SharePoint

& OneDrive

[ Computer
Once you add OneDrive for Business as a F reree ?
place in one Office app, such as Word, Excel,
PowerPoint, or OneNote, you'll be set up to Add a service
save files from all of your Office apps.

Type the email address you would like to use to sign in.

| [rype your email address X
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-
Create and save from a site or mobile app

For information about creating and saving files directly on
an Office 365 site or from a mobile app, see Working with
Office documents in a browser or mobile app.

For guidance about where to save files, see Should | save
my documents to OneDrive for Business or a team site?
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http://support.office.com/article/4bb051f2-acd0-4039-8a4e-0288fea2c159
https://support.office.com/article/d18d21a0-1f9f-4f6c-ac45-d52afa0a4a2e

Sync your files with your computer

Sync OneDrive for Business to your computer, and then get to your files in File Explorer instead of in a
web browser. All your changes sync to OneDrive for Business whenever you're online.

In this module, you'll learn how to:
Sign in to your site

Sync your files
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-
Sign In to your site

1. On any device, sign in to Office 365 with your work or (] Office 365
school account.

Sign in with your organizational account

For example, ellen@contoso.onmicrosoft.com,
ellen@contoso.edu, or ellen@contoso.com.

someone@example.com

Password

[] Keep me signed in

If you're not sure what your work or school account is,

check the welcome email that asked you to sign in the
first time.

2. At the top of any page in Office 365, e = = —— IO
select OneDrive. Or select B, and then e p——
select OneDrive. —_—

| A
|
| ]
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Sync your files

1. On your OneDrive for Business page, click OneDrive for Business
Sync. Documents
2. At the prompt, click Sync Now to start the
Sync aFE)p. g y ® new ?upload /s edi
v [ HName Modified

The app automatically fills out the name and

. . Personal ees July 09
web address of your OneDrive for Business ’
“bra r Shared with Everyone weaJuly 09

y. @ Asia Q3 Marketing Overview Beta ess July 09
@= Billing Statement «s  Wednesday
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Sync your files, continued

4 . Favorites
B Desktop
4 Downloads
«» Recent places

You can click Show my files in the app to open the synced

OneDrive for Business folder in File Explorer. The folder
appears in your Windows Favorites as OneDrive for Business or OneDrive -

YourCompanyName.

Note: To sync files to your computer, you need the OneDrive for Business sync app,
available with an Office 365 subscription that includes Office 2013 desktop applications.
If you don't have Office 2013, you can Download the OneDrive for Business sync app.

3. Select Sync Now in the app to start syncing.

For more information about syncing, including troubleshooting information, see Sync
OneDrive for Business or site libraries to your computer.
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https://onedrive.live.com/about/en-us/download/
http://support.office.com/article/23e1f12b-d896-4cb1-a238-f91d19827a16

Manage your files on your computer

After you sync your OneDrive for Business files with your computer, you can manage your files like
other files on your computer. You move, rename, and delete your files the same way you're used to,
except the changes you make to OneDrive for Business files sync to all your other devices. So if you
delete a file here, it's deleted everywhere. In this module, you'll learn how to:

Copy or move a file
Rename a file

Delete a file
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Copy or move files

1. In File Explorer, select the files you want to
copy or move.

2. Right-click the files and drag them to your
OneDrive - YourCompanyName folder or to
another location.

b | [0 =
Home
©

1

4 7 Favorites

B Desktop
13 Download

<5 Recent pla

Share  View

' Billing Statement

/& OneDrive -

» This PC » Desktop » _Sample Documents

D Name

ra

@ Campaign Pitchbook
Campaign Projections
Campaign_Response_Rate

|@ SharePoint

> ¢@ OneDrive

4 A This PC
4 |y Desktop

‘-) Move to OneDrive - Contoso

| _Sample Documents
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Manage your files: Rename a file

1. Right-click the file you want to rename in your ¢ Favorites A [ Name
OneDrive - YourCompanyName folder. B Desktop 9. People
/3 Downloads Billing Staten
2. Select Rename on the shortcut menu. %5 Recent places ) Campaign Pif
k& OneDrive - Contoso | Campaign Pr
i - A1 Lot R
3. Type the new name for your file. oven :
New .
Print .
& OneDrive for Business » ;
n Scan with System Center Endpoint Protection... n
Open with L
ti
Share with Pkt
Send to P m
Cut s
Copy
Create shortcut
Delete
I Rename I
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Manage your files: Delete a file

1. Select the file you want to delete in your ¢ Favorites A [ Name
OneDrive - YourCompanyName folder. I Deskiop 4. People
|3 Downloads Billing Staterr
2. Press Delete on your keyboard. % Recent places B¢ Campaign Pi
. \za OneDrive - Contoso Campaign Pr.
Tip: Remember, any changes you make to a e AR Re
file in your OneDrive for Business folder Now A
. . . tr
apply to all devices, not just to this computer. Print N
The changes will sync to all your other A |OneDrive for Business e
. can with System Center Endpoint Protection...
d L4 Scanwith S C Endpoint Protecti 3
evices. Open with » "
Share with P 5t
Send to P m
Cut 5
Copy
Create shortcut -
Delete
Rename
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Share files with others

When you store your files in OneDrive for Business, you can share with others from any device by
going to your Office 365 site. Or you can share right from an Office desktop app without even going
to Office 365 in a separate window. Whichever way you share Office files, you can work with others at
the same time they work and see changes as people make them. In this module, you'll learn how to:

Share a file with everyone from a browser
Share a file with individuals from a browser

Share a file from an Office desktop app
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Share a file with everyone from a browser

1. At the top of any page in Office 365,
select OneDrive. Or select B, and then
select OneDrive.

2. Drag the files into your Shared with
Everyone folder.

Or if you already have the Share window Documents
open (as in step 2 above), type Everyone
instead of the name of a person. @new Fupload & sync J manage
v [ Name Modified
Personal <o July 09
Shared with Everyone we  July 09
@¢ Asia Q3 Marketing Overview Beta «es July09
@5 Marketing Slogan Suggestions Nov1 <o July 09
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Share a file with individuals from a browser

1. At the top of any page in Office 365,
select OneDrive. Or select I, and
then select OneDrive.

2. Select the file you want to share, and
then select Share. |m—— j—_—

OneDrive - Contoso
® new Tupload gsync »# edit # manage| ¢ share
o L‘] Mame Modified Sharing Modified By
Personal e July 09 a Alex Darrow
Shared with Everyone wee July 09 .1 Alex Darrow
@ Asia Q3 Marketing Overview Beta wes July 09 2 Alex Darrow
B Billing Statement % w+ 3hoursago @ Alex Darrow
@- Marketing Slogan Suggestions Now1 ses Juby 09 a Alex Darrow

] Office 365



Sha
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nueag

e a file with individuals from a browser,

3.

In the Share window, type the name of each
person you want to share the file with. As you type
each name, suggestions appear that match your
contacts. When you see the name you want, select
it to add it to the list.

Select the permission in the list that you want to
grant people. You can change the permission later
for any person.

Share 'Billing Statement’

8 Only shared with you

Invite people
peep moII)I
Get a link

Shared with Molly
Product Manager

SSSSSSSSSSS

Dempsey ional).

If you want, type a message to send to all the people you're inviting. The email

message will include a link to the shared document.

If you don't want to send an email to invitees, click Show Options, and then clear

Send an email invitation.
Click Share.
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Share a file from an Office desktop app

1. With the file open in Word, Excel, PowerPoint, or
another Office app, click File > Share >

Invite People. Share
LT TP
2. Under Invite People, type the name of each e & = G
person you want to share the file with. As you Pr—

type each name, suggestions appear that match
your contacts. When you see the name you want,
select it to add it to the invitation list.

GO GetaSharing Link
T Email

& Present Online

ER

:l]' Post to Blog

3. If you want, type a message to send to all the
people you're inviting. The email message invitees
receive will include a link to the shared document.

4. If you don't want to send an email to invitees, click Show Options, and then clear Send
an email invitation.

5. Click Share.

] Office 365



Work together on a document at the same time

When you store and share your files in OneDrive for Business, you can work with others at the

same and avoid reconciling multiple versions of your files. Work together from either the online
or the desktop versions of Word, PowerPoint, or OneNote. For workbooks, use Excel Online. In

this module, you'll learn how to:

Work with others on a document at the same time
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Work together on a document at the same time

Here are a few details to keep in mind:

* In the desktop programs, co-authoring works best in the e |
most recent version of Office (Mac and Windows), but is =EE Al |
also supported in Office 2010. ==

Authors editing this document

« There's no special co-authoring mode and no command 6 ol [ cregtiseiod
to work together on a document. Just open the file for | & BV
editing and start working. supe1 0F 10 b2

« As you edit, the Office app tells you when other people
are working too. In Word, you'll even see which paragraph they're working on.

- Updates are handled differently. For example, OneNote notebooks and Excel Online
workbooks show updates immediately. Word documents, save the document to share
and see updates.

Note: If someone opens a workbook in the Excel desktop app, the workbook can’t be
edited in Excel Online until it's closed again in the desktop app.

For more information, see Work together on Office documents in OneDrive.
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https://support.office.com/en-US/article/Work-together-on-Office-documents-in-OneDrive-EA3807BC-2B73-406F-A8C9-A493DE18258B

Additional resources

For more information about OneDrive and OneDrive
for Business, see the following resources:

Store and Share Documents Quick Start Guide

Sync OneDrive for Business or site libraries
to your computer

Get the OneDrive for Business mobile app for
your device

Contact Office 365 for business support

OneDrive subscription billing and Storage plan questions

Find more Learning Paths at the Office 365 Learning Center.
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http://office.microsoft.com/redir/AF104114261.aspx
http://support.office.com/article/23e1f12b-d896-4cb1-a238-f91d19827a16
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http://go.microsoft.com/fwlink/p/?LinkID=536615
http://go.microsoft.com/fwlink/?LinkId=511461
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