| OneDrive Quick Start

WHAT IS ONEDRIVE?

OneDirive is a cloud storage service that lets you back up, access, edit, share, and sync files from any device.
Any files you put into OneDrive automatically sync and become available in the OneDrive folder.

1. Access OneDrive - Web Browser
From your web browser, navigate to office.com.
Sign into using your standard OCCC username and password.
In the upper left-corner of the window, select the app launcher icon, then select the OneDrive icon.
Alternatively, select the “OneDrive” icon from your icons in the lower right-hand corner of the screen, then select

“View Online”.

2. Access OneDrive - Desktop
Select the “OneDrive” icon in the lower right-hand corner of the screen.

Select “Open Folder”.
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https://www.office.com/

| OneDrive Quick Start - Home

WEB BROWSER - HOME Settings

Use the gear icon to change
OneDirive settings.

Add Items

(=== Select this button to add new
folders or files to OneDrive.

Recent Files

. .- = =% Sort recently opened/
1 edited files by type.
1
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Menu

Use the menu to navigate
through OneDrive.
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| OneDrive Quick Start - My Files

WEB BROWSER - MY FILES

Back to Home

Select this link to return
. - == Packtothe Home page.

Edit Folders

Select the circle icon to
share or delete folders.

Folders

Select folders to view files
contained inside.
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| OneDrive Quick Start - Shared

WEB BROWSER - SHARED

Shared With/By

Switch between objects shared
with you vs. objects shared by you.

1 Activity
. Shows recent activity on
the file.
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Shared by
Shows who shared the file/
folder.
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