Edge Hill University

Getting Started with Microsoft OneDrive
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Access OneDrive
Visit the Edge Hill University Website https://www.edgehill.ac.uk

= .- a,—'fj‘ E Edge Hill University b E—F. N

Ko L £ httpsy/fwaww.edgehill.ac.uk

Click the Current Students option.

Edge Hill University CurrentStudents  Staff  [RSRRSENN

Click the University OneDrive icon.

88 & &8 B L Q ¢ & e

Email Learning Printing University Computer Library My Student Study Room Password

Edge OneDrive \Av:labity Search Record Bookings Reset

Click the OneDrive link.

OneDrive

Sign in with Edge Hill University account credentials.

B® Microsoft
Sign in

‘Email address, phone number or Skype
Can't access your account? :

Sign-in options
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Search OneDrive
Add a search term then press Enter.

Edge Hill University OneDrive P Search e

—+ New™ T Upload ™ .:SSync £ Automate ™

B3 My files
U .
D Recent Files

g“ Shared
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Create a New File or Folder
Click the New tab then select the Office document type required. Click the Folder icon to create a

new folder.

My files

© O

Recent

Shared

® %

Discover

&)

Recycle bin

Shared libraries

+ MNew $ Upload (S Sync i;g Automate
Folder \
f_ﬁl Word document
H}l Excel workbook
B PowerPoint presentation Maodified
Iﬂ OneMote notebook
ll}l Forms for Excel

@ Link

ehu.ac.uk/techskills

Modified By

File size
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Upload a New File or Folder
Click Upload then navigate to a file or folder on the local computer.

Edge Hill University  gneprive

=+ New ™ T Upload = Sync £#3 Automate ™

My files Files \

Folder

©

Recent Files
Shared

Discover D Name Meodified Modified By File size Sharing

@ %
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Sort View
Sort folders & files by clicking the column sorting arrows.
-+ New T Upload ~ 3 Sync #Z Automate
£ My files
D Recent Files
£ Shared
& Discover [ Name Modified Modified By File siza Sharing
& Recycle bin Ato Z\ January 5 ¢D1\ lain 3=tue—Bw:m\ 0 items \ Private \
Shared libraries ZtoA

October 31, 2019 SharePoint App 1 item Private

All items can be sorted together using the options available in the top right of the interface.

o & 2

&)

= Ssort v =
/ Type
Name
Modified
Modified By
File size
Ascending

Descending
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List Style

Files and folders may be displayed as a list or as tiles.

~J

A
|= Sort =~ O
« = List

= Compact List

H Tiles

Ascending

Descending

List style - displays extended information about files and folders.

-+ New T Upload ~ {2 Sync % Automate

Files
O Name Madified | Medified By File size Sharing
“Folder 5 3 minutes ago 0 items Private
“Folder 4 3 minutes ago 0 items Private \
“Folder 3 4 minutes ago 0 items Private
“Folder 2 4 minutes ago 0 items Private
“Folder 1 4 minutes ago 0 items Private

Tiles style - displays less information about files and folders.

-+ New ~ T Upload ~ £g3 Sync #3 Automate

Files

sl Al 31 s s
“Folder 5 Folder 4 Folder 3 Folder 2 Folder 1

3 minutes ago 3 minutes ago 4 minutes ago 4 minutes ago 4 minutes ago

7 ehu.ac.uk/techskills Contents Page


https://ehu.ac.uk/techskills

Edge Hill University | Getting Started with Microsoft OneDrive

Activity History

Display detailed information about file and folder activity.

Documents X

Activity

Today

‘You created Folder 5

minutes ago

You created Folder 4

minutes ago

You created Folder 3

minutes ago

You created Folder 2

13 minutes ago

‘You created Folder 1

minutes ago
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App Launcher

Access other online Microsoft Office apps.

Edge Hill University OneDrive

+ New v 7T Upload v 73 Sync #3 Automate ™

E3 My files
D Recent Files
& Shared
Expanded view.
Office 365 > (O O Sear

T Upload ~ &g Sync #3 Automate

Apps
i Outlook . OneDlrive
ﬂ Weord a Excel

D Name Modified |
m PowerPoint I' OneNote “Folder 5 3 minutes ago
ﬁ Teams m Sway “Faolder 4 3 minutes ago
m Forms “Folder 3 4 minutes ago

All apps - \ “Folder 2 4 minutes ago
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Context (Right-Click) Menu

Right-click an icon to access a context menu for the file or folder.

© 0

@) B

10

My files

Recent Files

Shared

Recycle bin 0 Mame

[ “Folder 5

“Folder 4
“Folder 3
“Folder 2
“Folder 1

Madified |
1= 2 minutes ago

Share

3 minutes ago
Copy link

4 minutes ago
Manage access
Download 4 minutes ago
Delete 4 minutes ago
Move to
Copy to \
Rename
Automate >
Details

ehu.ac.uk/techskills

Sharing

Private

Private

Private

Private
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Sharing

Share folders & files with other Edge Hill University students and staff - specify if the file can be

edited.

EJ1 My files

) Recent

£ Shared

& Recycle bin

E1 My files

D Recent

& Shared

§ Recycle bin
E1 My files
D Recent
£ Shared
& Recycle bin

11

|2 Share <@ Copylink 4 Download [i] Delete

Files

O Mame

) “Folder 5

Y

“Folder 4
“Folder 3
“Folder 2

“Folder 1

¥ Share @ Copylink < Download [i] Delete

Send Link .

People you specify can edit /

tnter a name or email address

/ Add a message (optional)

[

@ B

Copy Link Outlook

£ Share @ Copylink | Download [i] Delete

X
Link settings

Who would you like this link to work for?
Learn mare

Anyone with the link ®
People in Edge Hill University

with the link

People with existing access
‘ Specific people

Other settings
Allow editing

B

Apply Cancel

= Rename #§ Automate *

Modified |

3 minutes ago
3 minutes ago
4 minutes ago
4 minutes ago

4 minutes ago

=h Rename #% Automate *

Modified |

2 minutes ago
2 minutes ago
4 minutes ago
4 minutes ago

4 minutes ago

=D Rename #% Automate ~

Modified |

3 minutes ago
3 minutes ago
4 minutes ago
4 minutes ago

4 minutes ago
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Private

Private

Private

Sharing

Private

Private

Private

Private

Sharing

Private

Private

Private

Private
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Download a File or Folder
Select a file then click Download.

B Open ~ ¥ Share @ Copylink < Download [i] Delete =F Rename %3 Automate ~ 57 Moveto [y Copyte

B3 My files /
D Recent X _
Files > Folder 5
& Shared
& Recydebin
Q@ [0 MNeme Madified | Modified By File size Sharing
o @ _‘Do(umenl.do(x & About & minute ago 10.8 KB Private

A7

Select a folder then click Download - folders are downloaded as .zip files.

|£ Share @ Copylink { Download Ti] Delete =} Rename #% Automate ~ 53 Moveto [3 Copyto

B3 My files /
3 .
D Recent Files
&£ Shared
& Recycle bin ] Name Maodified Modified By File size Sharing
(. “Folder 5 I 3 hours ago 1 item Private
o
/ “Folder 4 3 hours ago lain Petrie-Brown 0 items Private
o
“Folder 3 3 hours ago lain Petrie-Brown 0 items Private
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Version History
Select a file or folder then click the three dots - information about previous versions is displayed.

©

@ %

[H Open v |& Share @ Copylink | Download [i] Delete = Rename #% Automate ~ 51 Moveto

My files
Recent _
Files > Folder 5
Shared
Reozen Q@ [ HName Modified
(] @ )Do(umenl.do(x = 19 minutes ago
5% Automate 51 Moveto [ Copyto
Version History
Version  Modified Date
20 26m ago
odified siz Sharin
1.0 27Tmago
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Madified By

[ Copy to

2 Version history

7

File size Sharing
10.8 KB Private
X
Modified By Size
0.8KB

&
=
5}
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Help Files

Click the question mark to access searchable help and information about Microsoft OneDrive

mate 57 Moveto [ Copyto - |= sort v > 1selected @
ed By File size Sharing
10.8 KB Private

Automate 51 Moveto [ Copyto
Help X
” L-ﬁ —_— \
‘Work together
Aodified By File size Sharing
108 KB Private -\
A I B X0

b 4 i)

Collaborate with other people on files in
real time. Share your files and folders
easily with OneDrive,

Learn how to share files
Featured help

Fix OneDrive sync problems

Find lost or missing files
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Notifications
Click the bell icon to access information from other users.

File size Sharing

Notifications

Mail

File size Sharing = Master Spreadsheet-..
Dear all, | hope you are well,

10.8 KB Private
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Recycle Bin
Click the Recycle bin icon to access recently deleted files and folders.

Edge Hill University OneDrive £ Search l

-+ New $ Upload ~ ;j.;.‘ Sync £5 Automate

B3 My files

D Recent Files

£ Shared

Fj Recycle bin D MName Modified Modified By File size Sharing

\ “Folder 5 4 hours ago 1 item Private

“Folder 4 4 hours ago 0 items Private
“Folder 3 4 hours ago 0 items Private
“Folder 2 4 hours ago 0 items Private
“Folder 1 4 hours ago 0 items Private

Recycle Bin interface.

Edge Hill University  onebrive £ Ssearch I

il Empty recycle bin

B3 My files
D Recent Recycle bin
&£ Shared
& Recycle bin Name Date deleted | Deleted by Created by Original location
@ Getting Started with Microsoft Ex... 6/9/202 persanal/
o Getting Started with Microseft W.., personal \
wmf  Getting Started with Microsoft W.., personal
& Getting Started With Microsoft W... personal/

Right-click on a file or folder to display the context menu Delete | Restore | Details.

Edge Hill University OneDrive O search

T Empty recycle bin

B3 My files
L .

O Recent Recycle bin

o Shared

& Recycle bin MName Date delsted | Delsted by Created by Original location
=t Getting Started with Microsoft Ex.. personal/

Delete

=t Getting Started with Microsoft W... Restore personal/

b Getting Started with Microsoft W...

b Getting Started With Microsoft W..

Details \ personal/
personal/
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Logout

Click the round icon to open the Logout interface then click Sign-out.

dified By File size Sharing

10.8 KB Private

— - B

My account X
My Office profile
My account
File size Sharing Sign out
1 108 KB Private
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