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OneDrive for Business

OneDrive for Business makes file storage, file
management, file protection, and file sharing a breeze.
You can use OneDrive for Business to keep your
business files tidy and centrally located. The sharing
features make it possible for teams and the entire
organization to collaborate on files. Or, if you don’t
want others making changes to a final version, you can
distribute files to an audience with read-only
permissions.

OneDrive for Business also makes it easy to locate files
with searching, sorting, and filtering options. With
OneDrive, you can edit files with ease because previous
versions of a file are stored and can be resurrected
using version history.

This course provides an overview of the most
important and useful features available in OneDrive for
Business.

Objectives

OneDrive for Business Basics
Create a New File

Folders

Open a File

Upload Files

Save from Office

Delete and Restore Files
Search

Share Files

Shared Libraries

Version History

Sort and Filter

Sync with Your Computer

Help

© 2019 CustomGuide, Inc.
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O n e D rive fO r B u S i n eSS Ba SiCS fﬂ‘;fl?e'?i:t;i g?:g;ive for Business account you are using

to demo to students contains several sample folders and
files of different types. Upload files from the Practice Files
L folder associated to this course, as needed.

OneDrive for Business is a cloud service that allows you to store and share your work-related documents,

while still protecting files that don't belong in a public a location.

OneDrive for Business vs. OneDrive

OneDrive for Business is not the same as OneDrive. The standard OneDrive is for individual users to store
files online when they want to have access to them from anywhere. It is used with a personal email address
and not a work email. OneDrive for Business is exactly what the name implies—a tool used for work
purposes.

&
G C Iive.com

i ] - — |
B Employee forms
e Store work-related files in a secure 1 TB e Store personal files in a secure, private 5
space online GB space online
e Advanced versioning and document history e Simple versioning and document history
e Tied to SharePoint and accessed with work e Accessed with a personal email
email

e Basic access is free, but upgrades are
e Easily share with coworkers available for purchase

e Auditing, reporting, and advanced
administration tools

6 [Your Company Name]



]Slgn In‘ Commented [IG2]:

1. Type in your web browser and press
OneDrive for Business can be accessed two ways. You can either log in to your Office 365 account and Enter.
navigate to OneDrive for Business or navigate to it from SharePoint. Either way, you're accessing your

2. Click Sign in.

organization’s OneDrive for Business storage.

3. Type your email address in the Address field and click

o Open the Office 365 Sign in B! Signintoyour account X |+ - o X Next.
window on any browser and & > 0 e microsaftonline.com *| = 2 O
click 4. Type your password in the Password field.

e Type your email address in the

5. If you have multiple Office 365 accounts, select an

field and click . &8 Microsoft account.
Sign in
9 6. Click Sign in.
‘ kayla@customguide.com|
7. Click Yes.

Next

8. Click the OneDrive icon on the Office 365 home page.

No account? Create one!

Can't access your account?

Terms of use  Privacy &

A tm T ¢

© 2019 CustomGuide, Inc. 7


http://www.office.com/

®© 00

Type your password in the 2 sgnntoyourzczount X+ g
Password field. « > 0O A microsoftoniine.com *| = @ &

If you have multiple Office 365
accounts, select the account
you want to use. a5 Microsoft

kaylaclaypool@hotmail com

Click Sign in.

X . Enter password
A dialog box appears asking if

you want to stay signed into

OneDrive for Business. Back

Click Yes. Forgot my password

019 Mi Termsiof use  Priv

B® signintoyouraccount X+ = o X

< - O @ o h loginmicrosoftonline.com

2% Microsoft
kaylaclaypool@hotmail.com
Stay signed in?

Do this to reduce the number of times you are asked
to sign in

[ Don't show this again

soft ) Terms of use

[Your Company Name]



On the Office 365 home page,
click

OneDrive for Business opens and you
see all of the documents that are
currently stored here.

&

13 working...

X [+

> O ‘ﬂ office.com,

Good afternoon

Apps

B2 outlook & OneDrive

B rowerpoint [ OneNote

Yz vammer

Explore all your apps —

B Dynamics 365

Il
N
[ |

x|

O search online documents

@ wor [ x S
B> sharepoint B Teams
) Flow

M Feedback

~ @ 70 ) B

© 2019 CustomGuide, Inc. 9



“| Commented [IG3]:
1. Click in the row for the file or folder you want to select.

rThe Toolbaﬁ

Some commands you’ll use for working with your documents appear on the toolbar. You can create new
files and folders, or upload files from your computer. These commands will change when you have a file or
folder selected.

2. Click the ellipsis button for the selected file or folder.

3. Click outside of the menu that appears.

o Select a file by clicking B =@ voumens oeome x | £ v p—
anywhere in its row. & -0 @ a customguides-mysharepoint.com % ~= 7 »
And it’s selected. New O search

commands will appear on the @ Open v 12 Share @ Copylink 3 Syne & Downioad | | WEPF v X 1sckcied = v ©
toolbar to open the file, share Filos B Detete
it, or download it. =5 Rename

. . [ Name 7 Modified | File Size
Additional commands will be G Moveto -

) . Employee Forms Afewseq 2items
available in the menus on the B copyto

) HR Fil Mondaya o 1 item

toolbar and on a selected file, e o Flow >
indicated by the three dOtS Annual Tourism Assessment.ppbx 5daysagt @ Version history 258 KB
called an ellipsis. Board of Directors Meetingdocx 5 Marche Kayla Clayposl  112K2

Click the ellipsis button for the
selected file or folder.

A menu with actions you can
perform with the folder or file
appear.

Click outside of a menu to close
it.

Contactsalsx

i i

Explore Canada Mailingdoc

Discover Mexico Meeting Memo.doox

February 12 Kayla Claypool

@ 0o B

10
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rThe Navigation Pand

Finally, let’s look at the Navigation Pane. If your browser window is big enough, it will always appear on the

left. When you're working with a large quantity of files, the navigation pane comes in handy to check out

files you've recently used, see just the items that are shared with you, view the files you're following, check
out the site folders, and see what's in the recycle bin.

o If necessary, show the
Navigation Pane by clicking the
button in the upper-left that
appears as three bars.

e Select a folder in the
Navigation Pane.

You can now view all of the
files in the folder you selected.

Now that we've covered the basics,
you're ready to jump into everything
else OneDrive for Business has to offer!

B a ‘ @ Documents - OneDrive X ‘ + v

< = 0O @& a customguides-my.sharepoint.com,

n =

Kayla Claypool iow
B3 Files
O Recent
A Shared
Discover

(S]
& Recydebin N

Shared libraries
Bl Bowiing Team

Create new

modoct

Get the OneDrive apps

23 Sync

Modified

Vionday

Monday

5 days ago

arch 8

February 12

February 12

March 8

1= Sort

Modified By File Size
Kayla Claypool

a Claypool
Kayla Cla 258 KB
Kayla Claypool 119K
Kayla Claypool 107 KB
Kayla Claypool 119K
Kayla Claypool 210K

“| Commented [1G4]:

1. Expand the Navigation Pane.

2. Select a folder in the Navigation Pane.

~ o) B

© 2019 CustomGuide, Inc.
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Create a New File\

If you need to create a new file from scratch, you can do it from right within OneDrive for Business.

Click the New button.
Select a file type.

A new file appears and is ready
to populate.

Add content to the new file.

Click the Name in the title bar.

Do e

B a8 ‘ @ Documents - GneDrive X ‘ + v

E o= B ) httpsy//customguides-my.sharepoint.com/pers

il

£+ New v oad o Flow v £3 Sync

Fil| &= Folder

@' Word document
Modified
6 Excel workbook

March 15,2018
@) PowerPoint presentation

March 15,2018
@ OneNote notebook e
8 Forms for Excel

B Link

eting.docx

@] Contactsxisx
@] Discover Mexico Meeting Memo.docx

@] Explore Canada Mailing.docx

Monday at 1:34 PM

Monday at 1:34 PM

Monday at 1:34 PM

Monday at 1:34 PM

Monday at 1:34 PM

Modified By

Susana Alejandra §

Susana Alejandra ¢

Kayla Claypoo

Kayla Claypool

Kayla Claypool

Kayla Claypool

Kayla Claypool

File Size

2items

1item

119K

437K8

107 K8

19K

& 8| 3 Booki X‘+v

= O @ &  https:

Excel Online

(customguides-my.sharepointcom/:x/r/perso

File Home  Insert Data  Review  View
ﬁ & Calibri 1. General
B I UD e
pre B i $-%
¥ 0. A AN 9 8 &
undo | G Font Number
AL v f« Destination
A 8 3 D E F G
1 |[Destination |Beginning  Ending Total Miles
2 |st.cloud 21000 21707 88375
3 || cloquet 21801 21891 1125 }
4 | Hibbing 21956 22266 3875 o
5 |5t Paul 22478 22838 450
6
7
8
9
3
Sheet1 ®
O mn |m A

iz

Conditional
Formatting ~ as

Tell me what you want to do.

?A
v

Kayla Claypool

cals

Help Improve Office:

B = B

Insert Delete For

12 [Your Company Name]

Commented [IG5]:

1. Click the New button.
2. Select Excel workbook.

3. Populate the Excel workbook that opens with some
data.

4. Click the Name in the title bar.
5. Type "Mileage."

6. Close the Excel workbook.




Type a file name.

The changes you make in any
of the Office Online apps are
automatically saved.

The new file is added to the library,
and you know it's new because of the
little green icon next to the name.

Close the file.

B 9 3l Booklxlsx

&« > O @ a J/customguides-my.sharepoint.com;
Excel Online
Fle ~ Home Insert Data  Review View o
<0 X Calibri ~ 1 = ® General
2
B I UD $-%
Paste = -
~ SR [ A A AT - b %s EY
Undo | Cipboard Font Alignment Number
H5 - f
A B c D 3 F G
1 Destination Beginning Ending  Total Miles
2 st.Cloud 21000 21707 883.75
3 Cloquet 21801 21891 1125
4 Hibbing 21956 22266 87,5
5 |[st.paul 22478 22838 450
6
7
8
9
N
Sheetl @
o | A

x|+ v

Tell me what you want to do

E EE

Conditional  Format
Formatting - as Table v

Tebles

Help Improve Offics

wm Q) B

© 2019 CustomGuide, Inc.
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Folders

Folders are an easy way to organize your documents and keep similar items together in one location.

]Create a Foldeﬂ

Click the New button.

The new folder is created and shows
up with all your other files in the
Documents library.

Select Folder.

Type a unique name for the
folder.

Click Create.

=] é‘. Documents - OneDrive X | 4\~

< > O @& A

customguides-my sharepoint.com

m o=

+ New v bload v I3 Sync o Flow v

2 Folder

@@ document

Modified
B Excel workbook

Afew secands ago
@] PowerPoint presentation

&} OneNote notenook Assessmentpptx Monday at 1:34 PM

B Forms for Excel ors Meeting.doox onday at 1:34 PM

@ Link ipa Monday at 1:34 P
@] Contactsxisx londay at 1:34 PM
@) Discover Mexico Meeting Memo.doex fonday at 1:34 PM
@] Explore Canada Mailing.docx onday at 1:34 PM

Modified By

Kayla Claypool

File Size

2items

11.9K8

437K

107 KB

119ke

~ tm T ) B

B < | ® Documents-OneDrive X | 4+ v

< =2 0O @ A

customguides-my sharepoint.com,

Folder

S Employee Farms| x
Annual Tourism Ass¢
Create

Board of Directors

Company Logo,jpg

14 [Your Company Name]

| Commented [IG6]:

1. Click the New button.
2. Select Folder.
3. Type "Employee Forms."

4. Click Create.




%dd Files to a FOldEﬁ  — Commented [IG7]:

1. Click a file from your documents library and drag it

Now you can begin to add files to your new folder. onto a folder.
Click and drag a file onto a B a \ ® Documents - OneDrive X | 4 v - o X
folder. < > 0O & ) hitpsy//customguides-my.sharepoint.com/o o = 7 ©

i i p =
The file is added to the folder.
+ New ~¥ T Upload ¥ &3 Sync o Flow ™
Files

[ Name T Modified Modified By File Size
Employee Forms Afewsecondsago  Kayla C 2items
HR Filef Mo Kay 1item

@] Annual Tourism Assessmentpptx Monday at 134 PM  Kayla Claypool 250 KB

@ Board of Diractors Meeting docx Monday at 134PM  Kayla Claypool  11.9KB

] Company Loga.pg Monday at 134 PM  Kayla Claypool 437 KB

@] Contactsxisx Monday at 1:34 PM 10.7KB

@] Discover Mexico Meeting Memo.dock Monday at 1:34 PM 11.9KB

© 2019 CustomGuide, Inc. 15



]Move a File to Another Folder

You can also move a file from one folder to another, even if you can’t see both the file and the folder at the
same time.

Commented [IG8]:
1. Select a file.

2. Click the file's ellipsis button.
3. Select Move to.
4. Select a folder in the Move Pane.

5. Click Move here.

i B <3| @ Documents-OneDrive X | + = o X
elect a Tile.
. " - < > 0O @ £ hitpsy/customguides-my.sharepoint.com/personal/s Hr = L e
e Click the file’s ellipsis button.
£ Sy
o Select Move to.
@ Open ¥ |12 Share @ Copylink &3 Sync ¥ Download --- J“ X 1seleced = v @
The Move Pane opens on the @
R L @] Board of Directors Meeting.docx Mond W Delete 119K8
right, listing the folders on b reme
your OneDrive Pl Company Logojpg Mond 437TKB
: w [ Moveto
7 Discover Mexico Meeting Memo.docx Wond 11.9K8
o Select a folder. D Copyto
@7 Explore Canada Mailing.docx Mond A N
ick Move here.
o Click &7 Explore Canada Mailing.docx Mond @y Version history 19.6K8
The file is moved to the selected ] Maiings Budgetadex Vordey SRR oo € e
folder. &) Milageadsx : Tuesdayat1:55PM  Kayla Claypool  830KB
@] Nl e Reportxisx Monday at 134PM  Kayla C 2.42K8
@] Presentation.pptx Monday at 1:34 PM 2 Claypool ~ 27.8KB
B a ‘ @ Documents - OneDrive X ‘ + v - o X
< > 0O m ) hitps;//customguides-my.sharepointcom/personal/s pd = Lo’
e
8 Ope Share Copy link Sync %
b Move 1item
Mil; XI5
Board of Directors Meeting.doox 1 &) Milage s
Places Your OneDrive
Company Logojpg 1
Choose a destination
Discover Mexico Mesting Memo.docx
Employee Forms
@] Explore Canada Mailing.docx HR Files
7 Explore Canada Mailing.docx == Notebooks
@] Mailings Budgetisx CF  New folder
© @) Miagesisx Tuz{
@] Mileage Reportxisx :
@] Presentation.pptx {
16 [Your Company Name]




Open a File

When you're ready to view the files you've saved in OneDrive for Business, you can either open them in the
browser or use the full program installed on your computer.

]Preview aFile

Before opening a file, you may want to preview it to make sure it's the correct one.

o Click a file’s ellipsis button.
e Select Preview.

A preview of the file opens as it
takes over the window.

You can use the navigation
arrows to move through the
file.

e Click a navigation arrow to
preview other pages.

Once you're finished viewing
the preview, you can close it.

o Click the Close button.

L= ‘ @ Documents - OneDrive X | + v b [u] X
< > O & @& hitps;//customguides-my.sharepoint.com onalfs
p seerch
. Open 4 .
[ Open v 12 Share @ Copylink « Sync L Dowr K 1selected = v @
Preview
Files Share
[J Mame 1 Copy link y File Size
Employee Forms eiinload pool  2items
Delete
HR Files pool 1item
Move to
@] Annual Tourism Assessmentppbx o pool  259KB.
Copy to
pool 11.9KB
1] Board of Directors Meeting.docx Rename F
Company Logo,jpg Flow pool  43TKB
@) Discover Mexico Meeting Memo.docx Version history pool  11.9Ke
Details
@] Explore Canada Mailing.docx pool

@@ Annual Tourism Assessn X = = o
< > O f & https;//customguides-my sharepoint.com ¥ = L e

{ Previous 4of15 Next > X (0]

» ~3
2)

N ST North Shore Travel, Inc.
Annual Tourism Assessment

© 2019 CustomGuide, Inc. 17

" Commented [IG9]:

1. Select a file from the Documents library and click its
ellipsis button.

2. Select Preview.
3. Click the Next arrow.

4. Click the Close button.




IOpen in Office Online ' Commented [IG10]:
i 1. Double-click a file name.

o Double-click a file name. B 5| & coamens-onedrie x [+ v - o X
X . & > 0 @ £ hitps://customguides-my sharepoint.com,personal/s * = Lo 2. Make some edits to the file.
The file opens in a new

browser tab and you can edit 2 Search

3. Click the Close button.

it. @ Open V' | Share @ Copylink 3 Syne & Download -+ I Sort v X 1selected = v
e Edit the file as needed. Files

The Changes you make in the [ Name T Modified Modified By File Size

Office Online files save Employee Forms Afewsecondsago  Kay 2items

automatically, so there’s no HR Files Monday at 149 PM  Kayla Claypool 1 item

need to save it manually.

@] Annual Tourism Assessment.pptx Monday at 1:4 P

o Click the Close button. @] Board of Directors Meeting.docx Monday &t 1:34PM. Kayla Claypool ~ 11.9KB
Pl Company Logo.jpg Menday at 1:34 PM Kayla Claypool 437 KB
@ Discover Mexico Mesting Memo.docx Monday at 134PM  Kayla Claypool 119 KB
@ Explore Canada Mailing.docx Monday at 134 PM Ky 5 K8

S =r0) - ]

B <« | ® Documents - OneDrive | @ Annual Tourism Assessr < + v - O X

< - O @& A

customguides-my sharepoi

PowerPoint Online

File  Home  Insert v Q Tellmewhatyouwanttodo  Open in PowerPoint =]
v B~ X | 3 Newsiide B~
& Click to add title

« Click to add text

STttt e

18 [Your Company Name]



]Download a Copy

If you want a separate copy of the file to save locally on your computer, just download it.

o Select afile.

e Click the Download button on
the toolbar.

o Click Save.

Once it’s done downloading,
you can open it.

o Click Open.

A new copy of the file opens on your
desktop and can be modified and
saved in whichever location you need
it.

B a ‘ @ Documents - OneDrive X ‘ + v - o x

< > 0O @ ) hitps;//customguides-my.sharepointcom/personal/s b = 7 e

£ Search

@ Open v 2 Share @ Copylink £ Sync <& Download -+ [= Sert v X 1selected = v @
Files
[ Name T Modified Modified By File Size
Employee Forms March 15, 2018 Susana Alejandra § 2 items
HR Files March 15, 2018 Susana Alejandra® 1item
@' Annual Tourism Assessment,pptx D) Monday at 134PM  Kayla Claypool  259KB
What do you want to do with Annual Tourism Assessment.pptx (258 KB)? X

From: customguides-my.sharepoint.com

Open

~ = 4) B

B a ‘ @ Documents - OneDrive X ‘ + - a x

< > O @ ) hitps;//customguides-my.sharepoint.com/personal/s ¥ = 7 &

-

@ Open v 2 Share @ Copylink < Sync 4 Download =+ |= Sort

Files

[ Name Modified Modified By File Size

Employee Forms Afe

HR Files Monday at 1:49 PM
@] Annual Tourism Assessment.pptx Monday at 134PM  Kayla Claypool  259KB
@] Board of Directors Meeting.dock Monday at 1:34 PM 119K
[ Company Loga.jpg onday at 1:34 PM 437K
= ooy v inue
Annual Tourism Assessment (6).pptx, e RS R

finished downloading.

~ ) B

Commented [IG11]:
1. Select a file.

2. Click the Download button on the toolbar.

3. Click Save. (This step will vary depending on the
browser you are using).

4. Click Open. (This step will vary depending on the
browser you are using).

© 2019 CustomGuide, Inc. 19




Upload Files

In addition to creating new files in OneDrive for business, you can also upload existing ones.

]Upload a Single File

Click the Upload button.

A menu appears that lets you
choose whether you want to
upload specific files or upload

5] @|. Documents - OneDrive X | 4+

<~ = (@] 1 () httpsy//customguides-my.sharepoint.com/pers

et

+ New ¥ T Upload v e o Flow Fsotv =v @
an entire folder. N
Files Files
Select Files or Folder. Folder
O name o Modified Modified By File Size
a Navigate to and select a file, Employe g A Cala Cogpoct 2items
then Click Open' HR Files Monday at 1:49 PM a Claypool ~ 11tem
- &) Annual Tourism Assessment.pptx Monday at 1:34PM  Kayla Claypool 259 KB
The file is uploaded to the Documents
|ibra ry @] Board of Directors Meeting.docx ayat1:34PM  Kayla Claypool ~ 11.9KB
P Company Logo.jpg Monday at 1:34PM  Kay poal
@ Contacts.xlsx Monday at 1:34 PM  Kayla Claypool 10.7 KB
] Discover Mexico Meeting Memo.docx Monday at 1:34PM  Kayla Claypool
O @ 7 ) B
B a ‘ @ Documents - OneDrive X ‘ + v - o x
L N O R a ‘customguides-my.sharepaint.com 3 = L o'
Open X
4 B> ThisPC > Deskiop v O h Desktop p
S 4 Ne| oOrganize v Newfolder v W @ 0]
Filos # Quick access Name Date modified Type
[F] Annual Tourism Assessment 1410:45 AM  Microsof]
@ OneDrive
Files to Upload 1:46 PM File foldeq
O @ misec
¥ Network
o4 Homegroup
[ Photos
=] < >
@ File name: v |Allfiles v
B L ey " B
o |m A < o) B
20 [Your Company Name]

| Commented [IG12]:

1. Click the Upload button.
2. Select Files

3. Navigate to and select a file, then click Open.




]Upload Files with Drag and Drod

If you have multiple files to upload at once, it’s easier to drag and drop them into OneDrive for Business.

o Open File Explorer from the
Windows taskbar.

e Select the desired files.
e Drag the files into the

Documents library.

Your files are all uploaded at the same
time.

Files

OneDrive

2 4+ New~ T Upload o°F

= g ‘ @& Documents - OneDrive X ‘ + v

2 Search

O Nome 1

Employee Forms:
HR Files

@ Annual Tourism Assessmeni

@] Board of Directors Meeting|

<] Company Logo.jpg

B Contactsxisx

@] Discover Mexico Jeeting

Home

« .1
s Quick access
G OneDrive
[ This PC
¥ Network

°4 HomEgroup

Zitems

Share

< Deskur >

< | Filesto Upload

View

Files to

Discover Mexico

Meeting Memo

Mailings Budget

“| Commented [IG13]:

1. Open File Explorer.
2. Select the files you want to upload.

3. Drag the files into the Documents library.
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Save from Office

]Save an Office File to OneDrive\

Open a file in any Office
application.

Click the File tab.
Click Save As.

Tip: Remember, OneDrive
personal is something
different. If you haven't saved
to OneDrive for Business from
Office before, you find it in
Other Web Locations.

Select your OneDrive for
Business location.

Here you see all the files and
folders from your OneDrive for
Business account.

If needed, you could change
your file name here.

You see an upload notification while
the file is saving, and once it's done,
the file is saved in OneDrive for
Business.

Click Save.
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@ Sites - CustomGuide
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tour packages.
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~-| Commented [IG14]:

1. Open a Microsoft Word document that’s saved to your
computer.

2. Click the File tab.
3. Click Save As.

4. Select your OneDrive for Business location.

5. Click Save.




Delete and Restore Files

If you have an item you no longer need in OneDrive for Business, delete it. Deleted files can be restored if

you change your mind later.

]Delete an ltem

o Select the file you want to
delete.

o Click the Delete button on the
toolbar.

A dialog box appears asking
you if you’re sure you want to
delete the item.

e Click Delete in the
confirmation dialog box.

It may take a few seconds, but the file
is transferred to the Recycle bin.

5] a‘. Documents - OneDrive X | +

- o X
<« > 0 @ & hitpsy//customguides-my.sharepoint.com/pe
IR
2 Share @ Copylink <= Sync L Download [i] Delete 1= sot v X 1selected = v @
Files
[ Neme T Modified Modified By File Size
Attachments February 25 Kayla Claypool
Employee Forms February 15 Kayla Claypool
HR Files F Kayla Claypool
@) Annual Tourism Assessment pptc 4 daysago Kayla Claypool 258 KB
@] Board of Directors Meeting.docx February 12 Kayla Claypool ~ 11.9K8
-] Companylogajpg February 12 Kayla Claypool ~ 437K8
@) ol s February 12 Kayla Claypool 107 KB
O m |m A = T )
¥ 3 | & Documents-OneDrive X | + — =] X
<G O A 8 ‘customguides-my.sharepoint.com x 2 e -
v
‘ O Search . i
I Share @ Copylink 22 Sync L Download [i] Delete = Sort selected = D
Files
[ Name Modified By File Size
Attachments Fel 2 Kan
Employee Forms Delete Company Logo.jpg?
HR Files Are you sure you want ta send the item(s) to the
site Recycle Bin?
@] Annusl Tourism Assess
@] Board of Directors Mee
() Company Logojpg Kayla Claypool ~ 437K8
B] Contactsdsx
O m w1 ) B
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1. Select a file to delete.

2. Click the Delete button on the toolbar.

3. Click Delete in the confirmation dialog box.




]Restore an ltem

If you have deleted an item and later realize that deleting that item was a mistake, you can retrieve it from

the Recycle bin.

o If necessary, click the button in
the upper-left to display the
Navigation Pane.

e Click Recycle bin.

o Select the file you want to
restore and click the Restore
button.

The file is restored to the Documents
library.

B a ‘ @ Documents - OneDrive ‘ + v

< > 0O @ @ hitpsy//customguides-my.sharepoint.com/personal/s

AR

Susana Alejandra Salas Salazar = Flow s
Files
Recent
Discover

(]
o)
& Shared
®
5]

Redycle bin

“ 4
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ot
Bl Bowiing Team
o
Create new
Get the OneDrive apps
20.docx
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Modified
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Modified By
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Kayla €
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Kayla Claypool
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File Size

“| Commented [IG16]:

1. Display the Navigation Pane.
2. Click Recycle bin.

3. Select the file you want to restore and click Restore.
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Search

If you have a lot of files saved in OneDrive for Business, you can search through all your content to find just

what you need.

]Search OneDrive

o Click in the Search field.

o Type a search term and press
Enter.

Any matches appear in a list of
results.

If you don't see what you need,
click Show more results.

e Select an item from the list.

The file opensin a new tab in
the browser.

Files
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1. Click in the Search field.

2. Type a search item and press Enter.
3. Select an item from the list to open it.

4. Close the browser tab once you're finished.




o Once you are finished with the 4 Files - OneDrive £ customguides-myshareg X+ - O
file, close the tab. <« O @ |8 customguices-ifll Mepointcompers B8 11 & F= £ 18

NST

O wl A tE T )
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Share Files

When you have a file or folder stored in OneDrive for Business that you need other people to have access to,

share it.

]Share a File\

\

Sharing files with OneDrive prevents the need to email attachments back and forth while trying to keep

track of the current version.

Select a file.
Click Share.

The Share menu lets you send

B a ‘ @ Documents - OneDrive X ‘ + v

< > O & £ hitps;//customguides-my.:

rsonal/s Fr

sharepoint.com

rCh

“| Commented [IG18]:

1. Select a file.
2. Click Share.

3. Enter the names of the users who need access to the
document.

4. Click the Link Settings list arrow.

5. Select Specific people and uncheck the Allow editing
check box.

6. Click Apply.

7. Click Send.

. . v = .
a link to this document that WO E S o Link * feed O
you can send to other people Files
. . . @ People in CustomGuide with the link 5
through email, while changing o cen edit Wt s
the file’s sharing settings to ; W
. them access Employee Forms nter a name or email address i > ayla Claypeol
give .
HR Files Add a message (optional] ayla Claypeol
e Enter the names of the users i
h d to the @] Annual Tourism Assess ayla Claypool 253 KB
who need access [ e |
@ @] Boardof Directors Mee ayla Claypool  119KB
document.
. . . . Do“PW Logojpg @ m ayla Claypool  437KB
o Click the Link Settings list
B8] Contactsxisx Copylink  Quilosk ayla Claypool 107 KB
arrow.
@] Discover Mexico Mesting Mema.doc February 12 Kayla Claypool ~ 11.9KB
Customize the link permissions
. @] Explore Canada Mailing.docx Yesterdayat400PM . Kayla Claypool  21.0KB
settings.
There are four options for who
you can share the file with: B 2@ oscuments-oneome x [+ - o x
. Anyone = 0 @ £ hitpsy//customguides-my.sharepoint.com/personal/s Y = 71 e
e People in your organization
S @ Open v |2 Share . . X 1 selected X @
e People with existing access | Link settings -
Files Who would you like this link to work for?
o Specific people e DT hosveas; s
People in CustomGuide with the
You can also choose whether Employee Forms fink y1a Claypeo
the people you are sharing the R Files & People with existing access 212 Claypool
file with can edit it by checking ., specifc people i
or unchecking the Allow !
- @] Board of Directors Me: Other settings ayla Claypool ~ 11.9KB
editing check box. [ Allow editing
o Click App'y [ Company Logojpg @ mercEmes o [ecamee w37
' 6] Contacts.xisx ‘ayla Claypool  10.TKB
Apply Cancel
@ Discover Mexico Meeti 6 ‘ayla Claypool ~ 11.9KB
@] Explore Canada Mailing.docx lesterday atd:00PM  Kayla Claypool ~ 21.0KB
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o (Optiona|) Add a message. B a ‘ @ Documents - OneDrive X | & - o x
If you jUSt want to copy the < > 0O m ) hitpsy//customguides-my.sharepoint.com, g = L=
link, click the Copy Link button. 2 Search
If you’d rather compose the L opmv @ X Tsslected X O
email in Outlook, click the Flos |
Outlook button. ® :::2\;? CustomGuide with the ik
I- k d Name fodified By File Size
o Click Send. Employee Forms 0 Brian Pickle X Layla Claypool
e . . Add ythi 1ayla Claypoo
A notification appears, letting you iR Fles — e
know the document is shared, and the @ Annusl Tourism Assess  Add s message (options) layla Claypool . 258 KB
recipients are sent an email with a Sl el 6
direct link to the item. [ company Logojpg m layla Claypool 437 KB
] Contactsiisx @ o] é layla Claypool 107 KB
@] Discover Mexico Meeti <Otk Qutloek layla Claypool ~ 11.9KB
@] Explore Canada Mailing.docx Vesterdayat400PM  Kayla Claypool  21.0KB
]Manage Access to Shared Files\ | Commented [IG19]:

1. Select a shared document.
After you've started sharing things with others, it may be tricky to remember who has access to what.
2. Click the Details button.

° Select a shared document. B & @ oounens-oneome x [+ = @
3. Click Manage access.

. . c S 0 @ {tps://customguides-my sharepoint.com/p
e Click the Details button. -

The Details Pane opens,

Showing information about the O [ Open ~ |2 Share @ Copylink - Download  --- 1 selected X (0]
selected file. Files E‘ Board of Directors Meetin... )

11.9 KB - February 12

Under the Has Access header, O Name Moified
you can see a summary of who Employee Forms February 15
this file has been shared with. HR Files February 12
o Click Manage access. @) Annual Toursm Assessme... Sdeys ago
@ Board of Directors Meetin... ¢ February 12
Now you can see everyone who has 2 corvnghons I
access to the document, and whether aﬁ I
they have editing or view only B comeci e 12 Q-
permissions. & Discover Mexico Mesting. February 12 o amge acces
@]  Explore Canada Mailing.d... Vesterday at 415 F

From here, you can copy a link to the
document or stop sharing the
document. You could also click Grant
Access to invite additional people to
view the file.
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Shared Libraries

When you're collaborating on multiple files with a team, use shared libraries to keep everything in one
central location.

Mew a Shared Library’s Fileﬁ Commented [1G20]:
1. Expand the Navigation Pane.

A shared library includes other features, such as a group calendar, task list, and discussion board.
2. Select s shared library.

o If necessary, expand the B = ‘ @& Documents - OneDrive % ‘ + - - o x
Navigation Pane. <« 3 0 @ a customguides-my.sharepoint.com ¥ = 72 @
Below your files and locations, £ Search
underneath the name of your @ 2
organization, is a list of the = G
shared libraries that you're a D e
D Recent
part of. Modified Modified By File Size
A Shared
A fer Kayla 2items
e Select a shared library. ® Discover
Monday at 1:49PM  Kayla Claypool 1item
) . . . @ Recycle bin
That shared library opens, displaying its nt.ppix Mondey at 134 PM  Kayla Claypoc
files Shared libraries

g.docx Monday at 134 PM  Kayla

Bl Bowiing Team
Create new
Memo.docx Monday at 1:34 PM  Kayla Claypoc 11.9KB

Get the OneDrive apps

~ 4w 10 0) B
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]Create a Shared Librarﬂ

You can also create a new shared library.

Expand the Navigation Pane.

Click Create new below the
shared libraries.

A new window appears where
you can begin setting up the
shared library site.

Click in the Site name field and
type a name.

Each shared library needs to
have a unique name, so it’s
checked as you type.

If the name is available, you're
ready to move on.

B @‘. Documents - OneDrive X | + - [m] X
L ] Y ) hitps:/customguides-my.sharepoint.com,/p
O search
Kayla Claypool ow
EJ Files
) Recent
Modified Modified By File Size
£ Shared
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Get the OneDrive apps Vordey o

~ m T ) B

B a ‘ @ Documents - OneDrive X ‘ + v
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& B -

Kayla

Get a team site connected to
Use this design to collaborate with your t
2 shared calendar, and manage project ta:

Site name
Emplayee Forms

The site name is availzble.
Share

:.Tﬁam-uum;ms, track events in

5

argma
b

n Group email address

EmployeeForms
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1. Expand the Navigation Pane.

2. Click Create new below the shared libraries.
3. Click in the Site name field and type "Employee Forms."

4. Click in the Site description field and type
"Collaboration for all required employee forms."

5. Click Next.

6. Click Finish.




Click in the Site description
field and type a description.

(Optional) Select a privacy
option.

e Public: This is the default
option in which everyone in
the organization can see
what's in the folder.
However, members of the
shared library can make
edits.

e Private: By setting the
privacy level to private, only
members of the shared
library can see the folder.

Click Next.

Now it’s time to add additional
group owners and members.

Invite owners and members by
entering their email addresses.

Owners of a group have special
permissions to edit a group’s
settings, as well as invite and
remove members of private
groups.

B a‘. Documents - OneDrive X | 4+ =

<« > 0O @ [

£

customguides-my.sharepoint.com

Kayla
Get a team site connected tm;
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Privacy settings
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Sharg
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Select the default site language for your site. You can't change this late
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m Cancel
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Click Finish.

The new shared library is created and
now serves as a central repository for
group members to hold conversations
and store files.

5] @‘. Documents - OneDrive X | +

/eustomguidies-my.sharepoint.com/o

< > 0O & | A

£

Kayla
Get a team site connected tcm;Ji

Pq Use this design to collaborate with your team. Fédlocuments, track events in
a shared calendar, and manage project ta:

g
L
Who do you want 1o add?

Vou can also add more people later

Add additional owners
Shar¢

Enter a name or email address

Add members

Eq name or email address
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Version History

When working with files in an Office 365 site’s shared document library, you can see not only the current

version of a file, but all the previous versions as well.

Niew Version Historﬂ

Select a file.

o

Click file’s ellipsis button.
Select Version history.

The dialog box shows all major
and minor versions of the file,
when they were created, and
who created them. These files
aren’t overwritten, so you can
quickly see older versions.

Click the date/time for a
version.

That version of the file opens
in the program that it was
created in. You can’t make
changes to this version, but
you can see how it looks and
compare it to the current
version.

« > 0 @ o

RS

B a‘. Documents - OneDrive X | 4+

hittps//customguides-my.sharepaint.com

personal/s Yr ¥=

Gl

Version History

Version Modified Date
- 08 7hago
ray
me ]
Test Fol o
Bosrdd
Manage
North 81
Present

Modified By

Kayla Claypool

Brian Pickle

Gotosite 71
NST North Shore Travel .
P @ Open v 12 Share @ Copylink - Download Iselected X @
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o Flow
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1. Select a file.

2. Click the file's ellipsis button.

3. Select Version history.

4. Click the date or time for a version.

5. Close the file after you're finished viewing it.




o Close the file when you're Board of Directors Mesting - Word Kayla Clay o
finished viewing it Insert  Design  Loyout  References  Malings  Review  View Q@ Tellme & Share
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Clipboard Font n Paragraph [ Styles [ -~

TO All Staff
FROM: Sandra Wills, Communication Director

RE: Discover Canada Meeting

I less than three months North Shore Travel will introducs its new Discover Canada tour
package. There will be a mesting this Thursday at :30 A.M. in the uxiliary conference room to
finalize the Discover Canada marketing and pricing plans. We are nearly a week behind schedule
on this, s any additions or changss to the plans should be submitted by Friday.

Please contact Sandra Wills, North Shore Travel's new communication director, if you have any
last-minute suggestions or if you need further information.

7
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]Restore a Previous Version

If the most recent version of a file isn’t working out, you can restore a previous version to use instead.

o View a file’s version history.

e Click the ellipsis button next to
a version’s date and time.

o Select Restore.

A copy of the selected version is
created with a newer version number.

B a ‘ @ Documents - OneDrive X ‘ + v = o

< > 0O & £ hitps;//customguides-my.sharepoint.com/personal/s +*

e

Version History

Version  Modified Date

_ 08 Thago
ray o
/

Modified By Size

D Nemel 03 Feb 6 Brian Pickle 267 KB
- Restore
Test Folt
Open File
© @O Boadd
Delete Version
&) Manege
@] Norths|
@] Presentd

“| Commented [1G23]:

1. View a file's version history by following Steps 1-3 in
the previous section.

2. Click the ellipsis button next to a version's date and
time.

3. Select Restore.

© 2019 CustomGuide, Inc.

35



Sort and Filter

]Sort\

Using the Sort feature makes it easier to locate information and keep related information together.

Click the column header for the
column you want to sort.

The files are now sorted as you
specified. An arrow icon also appears
by the column header showing that the
column is being used to sort the view.

Select a sort option.

FiIter\

B a ‘ @ Documents - OneDrive X ‘ + v

< 2> 0O @ A

customguides-my sharepoint.com,

£ £

+ New ~ 7T Upload v &2 Sync o Flow ™

Files
O Name
Employes Forms.
HR Files
Company Logojpg
Explore Canada Mailing.doce

Mailings Budgetxdsx

=]
al
@] Annual Tourism Assessment.ppt
@l
)

Salesuxlsx

Modified

Monday

Monday

Tuesday at 4:15 PM

Fsetv =v Q@
Modified By File Size
Ky AtoZ
Keyia Ciaypd 2 10A
Filter by
Kayla Claypc

Kayla Claypool

Kayla Claypool

Brian Pickle

Kayla Claypool

If your library contains a lot of items, you can quickly find what you need by filtering.

Click a column header.

Select Filter by.

A list appears for the possible
filter options for the column.

Select a filter option.

o

The column is filtered by the option
you selected.

(customguides-my.sharepointcom

B a ‘ @ Documents - OneDrive X ‘ + v
€ > O 8 b
+ New ~ 7T Upload ~ %23 Sync o Flow ™
Files
0O Name
Employes Forms
HR Files
[l Company Logojpg
B Explore Canada Mailing.decs
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@] Saleswsx

Modified |
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Monday at 12:24 PM

Tuesday at 415 PM

5 days ago
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Modified By

Kayla Claypa
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Brian Pickle

Kayla Claypoel

File Size
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Filter by
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1. Click the Modified column header.

2. Select Newer to older.

“| Commented [IG25]:
1. Click the Modified column header.

2. Select Filter by.

3. Select the options that you want to filter by.




’CIear a FiltEﬁ | Commented [1G26]:
i 1. Click the Modified column header.

When you're done using a filter, clear it to show all the files again.
2. Select Clear filters.

o Click a filtered column header.  |[B & @ ceumens-oneone x [+ - o x
. &« > 0 @ ) hitps//customguides-mysharepointcom/personals | e d= £ 18
e Select Clear filters.
OneDrive O Ssearch
The filter is cleared and all the files are T oNew v T Uplosd v 2 Syne o Flow < e =v O©
displayed.
Files
[ Name T Modified Modified By File Size
Employee Forms Monday Kayla Claype ~ AtoZ
HRFiles Monda, Kayla Claype  Z10A
~ Filter by >
@]  Annual Tourism Assessment pptx 5days ago Kayla Claypc
Clear filters
@] Board of Directors Meeting.docx March & Kayla CHPpo0r—— T1:9%8
@) Contactsasx February 12 Kayla Claypool ~ 10.7KB
@] Discover Mexico Meeting Memo.doc February 12 Kayla Claypool ~ 11.9KB
@]  Explore Canada Mailing.docx Kayla Claypool ~ 21.0KB
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© 2019 CustomGuide, Inc. 37



Sync with Your Computer

When you want the files saved in OneDrive for Business to be accessible from your computer without
logging in with a web browser, sync the library to your computer. This requires you to install the OneDrive

for Business app on your computer.

Choose Which Folders to SynrJ

When you install the OneDrive for Business app, you will automatically sync your entire OneDrive for
Business library to your computer. You can instead select certain folders to sync while leaving other folders

unsynced.

@
(2]

Click the Sync button.
Click Open OneDrive.

The OneDrive for Business app
opens and shows all the folders
and files that are ready to sync.

Anything that is being synced
will be checked, which by
default is everything.

It also shows where the
OneDrive for Business folder is
found on your computer and
how much storage space is
available.

The folder sync settings are updated.

Select the folders to sync.

Click Start sync.

« >

New

B a ‘ @ Documents - OneDrive 3 ‘ + v

O @ @ https

customguides-my.sharepointcom/personalys

il

Upload Sync

Did you mean to switch applications?

Did you mean to switch applicatio

“Microsoft Edge” is trying to open “Micrasoft OneDrive®

Contactsdsx
Discover Mexico Meeting Memo.docx

Explore Canada Mailing.docx

« >

Files

P+ Ne

B e ® 8.

B = ‘ @ Documents - OneDrive X ‘ + v

& Microsoft OneDrive

Choose what you wa
folder. You can access

these items even when you're offline.
[ Sync all files and folders in OneDrive - CustomGuide
Or sync these folders only:

Fies notin a folder (351.0 KB)

Employee Forms (8.3 KB)
HR Files (737.5KE)

Location on your PC; C:\Users\CustomGuideDRVD\OneDrive - CustomGuide
Selected: 1.1MB Remaining space on C: 30.6 GB

Sync your OneDrive files to this PC

it to download to your “OneDrive - CustomGuide™
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1. Click the Sync button.
2. Click Open OneDrive.
3. Select the folders to sync.

4. Click Start sync.




]Show the OneDrive for Business Folder | Commented [1G28]:
1. In Windows, click the OneDrive for Business icon in the
If the location of your OneDrive for Business folder on your computer is difficult to remember, or if you just system tray.

want to get to it quickly, you can jump right there using the OneDrive for Business app.

2. Click Open folder.

o Click the OneDrive for ® a ‘ @ Documents - OneDrive % ‘ + v o x
Business icon in the system &> D @B nipe/customguides iy — ;
tray.

@ OneDrive is up to date

A small window opens, +New v T upiess v sy Yourea st ©
showing recently added and e Hinmn e
modified files.
. ) [ Name T
Tip: Click the More button to e
s
access OneDrive settings,
pause syncing, or manage your @] Annual Tourism Assessment.pptx
storage. @] Board of Directors Meeting.docx
e Click Open folder. Bl Company Logelpg
@] Contactsxisx
. . A y
OneDrive for Business opens in File £ Discover Mexico Mesting Memodacx o ®
Explorer. All the files from folders you B Explore ConaddMaiing docx B .. Vore

have synced appear here.

The green check means the file is
synced and exactly the same as in
OneDrive for Business.
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Help

When you don't know how to do something in OneDrive for Business, you can use the Help feature to find

answers.
]Search for Help | Commented [1G29]:

1. Click the Help (?) icon.
o Click the Help (?) icon. B H| & vocuments-onediiie X |+ - o x

e O I £ htpsy/customguides-my.sharepoint.com/p r x 2 & - 2. Click in the Search help field and type "sharing."

The Help Pane appears on the

right side of the window. m O search

3. Click the Search button.

B H . + New v T Upload v {3 Sync o Flow “
e Click in the Search help field : Help 23 4. Select Share OneDrive folders and files.
and type what you're looking Files
{y sharing bl
for. O Neme 1 Modified - =
e Click the Search button. Employee Forms Monday Work together
The Help Pane shows you any R Fes % N Y
items related to the search @) Annual Tourism Assessment pptx 5 days ago D 2 R Q
phrase, as well as relevant help &) boseorDirectors Mesting e Joch
files. -
8] contocsuisn Februay 121 laborate with other people on files
o SeIeCt a help topic' @ Discover Mexico Meeting Memo.docx I:a::‘\ar;ebs’,‘:a[;i‘io‘w e
B  Explore Canada Mailing.docx March 8 Learn how to share files
The Help Pane displays instructions on "
o ) B
how to complete the task.
B a ‘ @ Documents - OneDrive X ‘ + v - [m] X
< > 0O @ ) hitpsy//customguides-my.sharepoint.com,/p: ¥ = L=

s

+ New T Upload ~ £2 Sync o Flow ™

Help x
Files
@ sharing P
[ Mame T Modified o -
Employee Forms Monday Results for “sharing
HR Files Monday Share OneDrive files and folders
You can use OneDrive to share photos,
@] el Tourism Assessment opts 282225% || Microsoft Office documents, ather files, and
entire folders with people. The files and fol...
@]  Board of Directors Meeting.doc M
@] Contactsaisx February 12|| Video: Share files and folders with
Office 365 - Office ...
@]  Discover Mexico Meeting Memo.doo: Februsry 12 || When you use Office 365 for business and
save your files to OneDrive or SharePaint,
@) Explore Canada Mailingdoex March 8 sharing your files is the same wherever or...
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