User guide for
OneDrive




This user guide will show you how to get started on OneDrive,
including:

How to logon to OneDrive for the first time

How to navigate OneDrive

How to upload and save documents to OneDrive
How to create documents in OneDrive

How to share documents on OneDrive
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How to login to OneDrive = -

for the first time o
& e @ W

OneDrive Word Excel
Explore all 1 7
Securely store and share files

Docum

1. Find the OneDrive icon in the
Office 365 portal.

Welcome to OneDrive

Recent

2. When prompted click Your 5
OneDrive is ready. Invite others to view or edit any files y«

Your files and folders are private until you sharel

3. Click Next on the Welcome to Your OneDrive is ready @)

OneDrive slides and then click on

Get Sta rted . . OneDrive + Office = @
OneDrive and Office are twa great tools that work great together.
Create your work in Word, PowerPoint, or Excel. Keep it easy to get
to and easy to edit in OneDrive.
4. You will now see the OneDrive o [(===]
. ooe <
landing page.




How to login to OneDrive for the first time continued

5. You will see a OneDrive mission pop-up on the main landing page for OneDrive which will guide you on how to set
up OneDrive on both your mobile and your desktop and show you how to upload files and photos.

6. You can exit this by clicking on the X on the top right of the box.

Complete your OneDrve mission: Upload your first file

L] -
Mokbile Desktop

Upload your files and photos to OneDrive so you can
get to them from any device. Select Upload near the Drag and drop to upload
top of the page, or just drag and drop your files.
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How to navigate OneDrive

Office365 Navigation: This is where you can click
to navigate to other Office 365 Applications
Search: This is your search tool. Type what you
want to search here.

Folder Navigation: This is where you navigate
through your files.

Files and Folders View: This is the main
navigation element in OneDrive. You can
navigate between files and folders and see
further information on your files and folders.
Bottom Navigation: This gives you the option to
get the OneDrive App or return to the classic
view of OneDrive (not recommended).

Task Bar: This is where you can upload
documents and create new ones.

Settings: This is where you can personalize your
account and gain access to additional tools and
customization options.
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~ Search everything + New T Upload ~ o Flow ~ L3 Sync = @
Student User
33— B3 Files Files
‘0 Recent
D Name Madified Modified By File Size
& Shared .
_ lmportant Files A few seconds ago Student User
& Recyclebin
.@ - ntro to OWA. pdf 10 minutes ago Student User 699 KB
4 > o . L i o
@ Print Ready Intro to OWA.pdf 0 minutes age Student User 644 KB

Get the OneDrive apps

Return to classic OneDrive
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Drag files here to upload
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How to upload files to OneDrive

You can upload documents to OneDrive in a number of ways:

1. Dragand Drop
2. Use the upload button
3. Creating Documents in OneDrive
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How to upload files using drag and drop

1. Navigate to the folder where you

£ Ssearch everything + New T Upload ~ o Flow v L3 Sync = @
would like to place the files.

Student User

B3 Files Files

2. Open Windows Explorer and pick up ; B e

Modified By File Size
£ Shared .
. Z TImportant Files | Stud
the files you want to upload § Reodletin
. N
@ " Intro to QWAL 10 minutes ago Student User 630 KB
_‘IF‘rln‘t Reafly Intro to OWA. pdf 10 minutes ago Student User 644 KB

3. Drop the files into the browser
window where you have OneDrive E

Drag files here to upload

+ | Documents

Home Share View (7]
open. B0, B X= 1Z > Al |-l
: ;‘;.;;_)_-Z}. e st [] Paste shortcut ’\QSV.E Ct:p.y Depete Renem f:‘EdV:’ istory 2 Invert selection
4. You will see the top and the edges of Co T e o ST »
H M # Quick access u Intro to OWA 7/11/2019 2:03 PM PDF File 639 KB
the browser WlndOW tU rnlng bIUe :E:;ﬁ?:ads ; EPrintReady\ntrotoOWA 7/11/2019 11:52AM  PDF File 644 KB
indicating it recognizes that you are e
. . . D Music
attempting to drop files in. B e
5. You will see the files appear in the e
OneDrive folder.
] Office 365
2items 2 items selected 1.31 MB :




How to upload files using the upload button

1. Navigate to the folder where you
would like to place the files.

2. Click the
bar.

T Uplead  tton in the task

3. A Windows Explorer window will
appear for you to select the files you
want to upload.

4. Select the files you want to upload and
click Open.

5. You will see the files appear in the
OneDrive folder.
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L Search everything

Student User
£3  Files

“0) Recent
o Shared

& Recycle bin

Get the OneDrive app:

Return to classic Onel]

€ Open
“— ~ 4 » ThisPC » Desktop » Documents
Organize » Mew folder
~
Mame

# Quick access
[ Desktop
‘ Downloads

= Documents

5| Intro to OWA
5| Print Ready Intro to OWA

| Pictures
J’s Music
m Videos

@ OneDrive
[ This PC

¥ Network

<

File name: | Intro to OWA

x

v O Search Documents 0

~ @ @

Date modified Type Size
7/11/2019 2:03 PM  PDF File 699 KB
7/11/201911:52 AM  PDF File 644 KB
>
v| | Al Files ~
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9 KB

M KB
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How to create documents in OneDrive

1
. DEBL\N OneDrive [a} el ? @
1. Navigate to the folder where you . i h
»  Search everything MNew Upload ~ o JI o L3 Sync =
would like to create the file. .
B3 Files @ Word document
. . “0)  Recent B Excel workbook
2. Click on + new lin the task bar and o O
create the type of document you wish - . R
&) Forms for Excel Abouta minute ago  Student User 108 K8
to use (1)' & Link if About an hour ago Student User 599 KB
al “Erint Ready Intro to OWA.pdf About an hour ago Student User 644 KB

3 . YO U r n eW d OC U m e nt Wi I I O pe n i n th e HH Word Student User > Documents Document - Saved 0 Simplified Ribbon Student User

We b a p p a SSOCiated Wit h th at fi I e type . File Home Insert Layout References Review Vielh  Help Open in Word @ Tell me what you want to do = 1
v Ev | Calibri(Body) v 11 v AT AT B I U PZR. Av = éEv =v e édv /C]v @, v

4. To name your document you can click
on the name (2) Document or Book on
the top bar and rename it.

5. There is no need to press save as all
changes are saved automatically on

he web apps.
the web apps I Office 365




How to share documents from OneDrive

DUBLIN OneDrive SR AN )
There are a few ways to share documents ~ seeeein o New T Uploss o Flow v G5 e =0
from OneDrive. — e
1. You can share documents from the oo E ]
OneDrive landing page or Folder 8 “Dosmendoc - 1 .
navigation by moving your mouse over 8 ot WA e

B Document - Saved @ simpiified Ribbon Student User

the file and clicking the share =

button Which Wl” appear aw Help Open in Word 2 Tell me what you want to do |& Share €T3
I Q _pv iv coo EEV ;Ev E E Ev e é,;v /{:J\, @JV

-

2. You can also share documents from
within the web app. Once you have the
document open you will see a share
button on the top right hand corner of
the page.
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How to share documents from OneDrive continued

3. Adialog box for sharing will appear. Send Link X

Document.docx

@ People in Technological University Dublin
with the link can view

4. From here you can start to type a name

in the Username or email address field. | Send Link X
. . Firs Document.docx
You will see suggestions for users based
First UnderTest @ pF_.'CI:J|E ianechnoIc.lgical University Dublin
on What YOU type- FirstUnderTest@tudublin.ie with the link can view

Firstname Surname )
Firstname Surname X

. . N Philosopher
5. Once you click on a name it will be "
0 Search Directory Add another
added to the list of users to share the k@s Ej '
document with. e o

6. You can continue to add other users by =1
repeating the process and when you are @ .
finished click Send. o

Link to ‘Document.docx’ sent

7. You will receive a confirmation that the

document is shared.
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