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1.0 Microsoft 365 — OneDrive

OneDrive is a document and file storage area within Microsoft 365. Documents and files can be
uploaded to OneDrive through the web interface, or through the desktop application. For
information on the desktop application, see Section 10.0. Users can also create documents
directly in OneDrive using Microsoft 365 Word, Excel, PowerPoint or OneNote.

SD44 users have up to 1 TB of storage space available to use.

OneDrive is found in the Apps list by clicking on the App launcher:

Microsoft 365 > H

QOutlook

(@ = tom Apps

Weord Excel

To return to Mail from OneDrive, click the App launcher and select G Outiook

OneDrive displays a listing of files and documents currently stored (the list will be empty until
users begin to add files).

0
e

© @

+ Add new My files F Sort v = v Info
Fraser Morrison \ [  Name v Modified -~ Modified By\~ File Size -

G tome C“Ck Add new tO Upload June 30 Fraser Maorris
§ O Myfies files, or create a new

@ OneDrive O Ssearch

1 item

& Shared document or folder. e e ermee e
¥y Faverites ~ | Attachments April 3 Fraser Morrison 0 items
it Excel 2016 Intermediate Training Session October 21, 2 To the rlght Of the menu
Quick aceass "\ B bar there are options
for sorting and viewing
\ the document (list view
or tiles view).

The left-side panel shows your files,
files/folders you have shared or have
been shared with you, your favourite
files/folders, and your OneDrive
Recycle Bin.
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2.0 Creating a Document in OneDrive

To create a new document within OneDrive, click the Add new button. Select the type of
document to be created (e.g. Word document, Excel workbook, etc.).

p—

+ Add new

2 Folder

™ Files upload

B3 Folder upload

@ Word document
By Excel workbook
@7 PowerPoint presentation

M} OneNote notebook

Note: Documents created in OneDrive are automatically saved in OneDrive.

3.0 Upload Files from your computer to
OneDrive

Click the Add new button, then click Files upload or Folder upload (see screenshot above). In the
window that appears, find and select the file/folder(s).

Alternatively, just drag and drop the file into OneDrive, and it will be uploaded to the current
folder.

4.0 Viewing Documents

Click on any file or folder to open it in a separate window. If you hover over a move the mouse over a
file or folder, you can select it (checkmark beside the name) for more options.

When a file or folder is selected, the top menu bar changes to show different options. You can Share,
Copy link, Delete, Favourite, Download, Print, Rename, Move to and Copy To. Clicking on the three dots
(+++) within the top menu bar will provide more options.

i@ Open | [ Share 2 Copylink Ty Delete <% Favorite | Download (g Print () Rename [g Moveto (0 Copyte - [F Sort ~ X 1selected

My files > Archive

Name Modified ~ Modified By ~ File size Sharing Activity
| ! . applist_for_search.xlsx e B fy May23 Fraser Morrison 116 KB Private
. Courses to Remove from Schedules.xlsx July 17 Fraser Morrison 139 KB &3 Shared
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5.0 Sharing Files and Folders in OneDrive

Files and Folders can be shared by giving direct access to others, or with a link giving access.

Right click on the document > click Share.

My files > Archive

Y Name -~ Modified
(v] applist_for_search.x'-- e e an
x| Open >

Iy
) Courses to Remave .
© 3 Preview

@ Drawing.vsdx & Share . I

& Copy link
@ DrawingT.vsdx

Eh Drawinga? vedy

& Manage access

5.1 Direct Access

A pop-up window will appear. Enter the desired names or email addresses.

Share "applist_for...search.xlsx" o X
L~
R Add a name, group, or email P/
@ Add a message o Can edit
Make any changes

= Can view
People in your organization with the link can edit. Cannot make changes

To change whether they can make changes to the document, click the pencil icon beside the
name field. When done, click Send.

Access can be changed at any time by right clicking the document > Manage access.

T T T=orm=vy

[= Share

=2 Copy link

&& Manage access

TﬂT Dioloto

I ————————————— |
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5.2 Link Giving Access
Sharing Within SD44 Organization Only

To share a link to a document, click Copy link in the Share window. Alternatively, right click the
document, then click Copy link. You can change the editing permissions in the window that
appears by clicking the text below the link.

Link to "applist_fo...earch.xlsx’ copied X

‘https:,f;'sd4403-55—my.sharepoim.comf:x:fg,«'personalﬁ...H Copy |

People in School District 44 with the link can edit

Read-only Sharing to External - e.g. Families

When sharing a file link externally you must follow the steps below:

On the Send Link pop-up window that appears, click “People in School District 44 with the link
can edit’. This will open Link Settings.

Link to ‘applist_fo...earch.xlsx’ copied X

‘https:,’f'deoE657my.sharepoint.com,’:x:,fg,fpersonaIM‘..|| Copy |

People in School District 44 with the link can edit

Sharing settings/' Required: Select Anyone.
MS Teams videos

Share the link with

?h?rf::i" anyone, doesn't require sign-in @ ReqUired SeleCt Can VIeW
People in School District 44 &
People with existing access © Optional: The default for the expiry date is
o set to four (4) weeks. This is the maximum

People you choose O . . . . .

P allowable time the file will be available; this
More settings . .
period can be shorter if needed.

B Can view v

Expires MO“"E‘_ Optional: Enter a password.
B Setpassword

You will need to providM ReC]UH'ed TUfn on B/OCk dOWﬂ/Oad
e @ o~

Block download
m e | Click Apply.

-
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Once configured, you will be returned to the previous screen where you can copy the link.

The link can be sent out to families using SchoolMessenger, MyEducation BC or District email
(just as you would normally send a message with a link). If you have set a password,
remember to share that with the message recipients.

6.0 View File Sharing Details

To see file permissions, right click it and choose Manage Access from the menu that appears.

T T T=vr=vr

[ Share

2 Copy link

&& Manage access

0] Diolots

Alternatively, any shared file appears as such in the Sharing column. Click the Shared link to

access the management options.

My files > Archive

™  Name ~ Modified ~
O applist_for search.xlsx - By May23

Modified By ~

Fraser Morrison

File size ~

116 KB

Activity

(& You shared this file - Yesterday at 12:56 PM

A pop-up window will appear showing who has access. You can add more people or manage

access permissions.

Manage Access

@ applist_for_search.xlsx

= Share

People - 1 Groups Links = 1

© Stop sharing
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7.0 Viewing Shared Files and Folders

In the left side panel, click Shared. This will show files and folders that have been shared With
you, and files and folders that have been shared to others By you. You can switch between
them by clicking these at the top of the list, as well as filter by folder or file type.

Home
@ [ With you By you __ Folder i@ Word @ Excel @ PowerPoint =i PDF
£ My files

Name - Date Shared
| & shared

1h ago

j PasswordResetResults

't Favorites My Files

7.1 Adding Shared Files and Folders to Favourites

To make it easier to view shared files and folders that you are frequently accessing, you can
add them to your Favourites.

To add multiple files or folders as Favourites, select the files and/or folders by ticking the box
beside them, then click Favorite on the bar at the top. For individual files/folders, you can click
the star icon that appears when hovering over the file.

17 Favorite J Download Remaove from Shared page

MName -
[ @ Sept 13, 2023 - Password changes - suggestions & ideas —
ICT All Staff \J‘_
o @ N\.-’S.D Vimeo Account Use - B
My Files

These will now appear in the Favorites tab on the left side panel. To remove items from your
Favourites, click the star icon that appears when hovering over the file/folder, or select multiple
files/folders and click Unfavorite on the bar at the top.

W Unfavorite

Name

@ Sept 13, 2023 - Password changes - suggestions & ideas

< @ NVSD Vimeo Account Use @l *’kj

(] @ Microsoft 365 - Home Installation + Frequently Asked Questions - B oW
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7.2 Add Shortcut to a Folder Shared With You

You can make a shortcut to a shared folder so it appears in the “My files” tab on the side panel.
This will also make it appear in your files on the desktop version of OneDrive if that is installed.

Select the desired folder(s) by checking the box beside them, then click Add shortcut to My files
on the bar at the top. Alternately, for individual folders, you can right click the folder and select
the same option from the menu that appears.

&1 Open [ Share = Copy link 17 Favorite J Download 51 Add shortcut to My files

Name ~ Date SH

(] =L - B 7 Novi4

—  Lisa Dalla Vecchia's Files

8.0 Deleting Files from OneDrive

To delete files from OneDrive, check the box beside the file names, then click Delete on the top
menu bar. You can also delete individual files by right clicking them and selecting Delete.

@l Open ~ (& Share G2 Copylink T Delete s Favorite

My files > Archive

M Name -~ Modifie
(+] applist_for_search.xlsx o B Y7 May23

8.1 Restoring Deleted Files

After files are deleted from OneDrive, they will appear in the Recycle Bin (located in the left side
panel). To restore a file, open the Recycle Bin, check the box beside the desired file (or files),
and click Restore from the top menu bar.

+ Add new T Deletd <) Restore
e—

Fraser Morrison

&) Home Recycle pin If a file is deleted from
B the Recycle Bin, it could
Q/ M Name -~ Date deleted + be restored from Second-
&5 Shared stage recycle bin within
4 Bovraits O B testulsx 7/17/2023 9:53 AM / 30 days of deletion.
/ After 30 days, the files will

2| Recycle bi
] & Recycle bin be gone forever.

Quick access
Can't find what you're looking for? Check the Second-stage recycle bin

I ————————————— |
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9.0 Downloading OneDrive Files or Folders

Check the box beside the files and/or folders and click Download. Alternately, for individual files
or folders, right click the item and click Download. By default, the item(s) will be saved to the

Downloads folder on your computer.

My files > Archive

] Name ~

o applist_for_search.xlsx B

Courses to Remove from Sc... - [&

@ Drawing.vsdx

A
A

1 Delste % Favorite| J- Download | g Moveto (O Copyito

Modified

May 23

July 17

March 14

i

10.0 Installing the OneDrive Sync Desktop

Application

OneDrive can be installed on your computer to enable file synchronization without going
through the web app. For more information see the Microsoft 365 - OneDrive Sync Installation
document, available on the Resources > Microsoft Applications page of the ICT District Portal

Site.
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