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1.0 OneDrive for Business Overview

OneDrive for Business is part of the Office 365 suite of applications. It allows you to store, sync, and share
your work documents, photos, videos, documents and other files virtually. Essentially, your documents and
files are in a secure cloud; thus providing you access wherever you have Internet connectivity. More
importantly, you can access your OneDrive from any device — phone, tablet, and computer.

With OneDrive, you have the ability to:

e Access and update your files from any device connected to the Internet.

e Instantly view pictures you take with your mobile phone on your Windows PC, iOS, or Android device.
e Work on a document you create at work on a laptop or computer at home.

e Share your documents and files with others

e Work on documents with others at the same time.

Create new documents,
Author or person who last

spreadsheets, Upload files and Sync documents and files e
. . . modified the document or
presentations, folders, documents with other devices file
and more

N I I O

OneDrive @ California State Univ 2rsity Bakersfield

@ New 1 Upload S Sync Q Share v
v 1 Name Maodifie Sharing Maodified By
Email attachments «+ 3 days ago 8 Onlyyou George Washington
05 02016 Outlock 2016 Mac Basics - QRG # we Yester ayat7:10AM @ Only you George Washington
Drag files here to ipload
Share documents, files, .
Folder Document Sharing status

and folders

OneDrive and OneDrive for Business are different products. OneDrive is used for home or personal
accounts through Office 365 Home. OneDrive for Business is an enterprise solution for organizations, like
CSU Bakersfield. The use of OneDrive in the document refers to OneDrive for Business.
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2.0 Accessing your Office 365 Account

You can access OneDrive for Business from your web browser, the OneDrive for Business application, and
from your Office applications, such as Word, Excel, and PowerPoint. The first time you access OneDrive for
business you will need to initialize it.

2.1 Accessing OneDrive from a web browser

You can access OneDrive for Business from a web browser by accessing your Office 365 account. These
instructions will walk you through the steps.

1. Open your web browser and navigate to: |/l CalformiaState Uriversy . x '\

0365.csub.edu €) 3] (oxscbedy )

CSU Bakersfield

2. Onthe CSUB page,
e Enter your email address (netid@csub.edu)

ESsUB

Sign in with your organizational account

e Enter your password
e Click Sign In

‘netid@(sub.edu

3. Your Office 365 account opens. Click the App
Launcher button, [ = ]

4.  On the Apps Launcher, click the OneDrive icon,

5. OneDrive opens. B Office365 | OneDrive

P search @ Newv 2 uplbad & syne Doy

A Millard Fillmore Files
s

nnnnnn

0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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2.1.1Initializing OneDrive

Before you begin using OneDrive, you will need to initialize it. The initialization process allows you to
activate OneDrive for uploading, retrieving, and sharing documents and folders. These instructions will walk

you through the process.

1. If you are already signed in, just click the App
Launcher button, = ]

2. On the Apps Launcher, click the OneDrive icon,

3.  OneDrive opens to the Welcome page. To proceed,
click Next

Welcome to OneDrive for Business

4. You many see different screens as the wizard runs.

When the wizard finishes, click the @

Invite others to view or edit any files you choose.

Your files and folders are private until you share them.

Your OneDrive is ready

5.  OneDrive opens.

2 search @ Newwv 2 Upload &sync DO

~ Millard Fillmore Files
Files
Recent
Shared with me

Recycle bin

~ Groups +

Loading..
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2.2 Accessing OneDrive from the OneDrive App

You can access OneDrive for Business from the OneDrive for Business application. These instructions will
walk you through the process.

=

Click the Windows Start button (lower left corner)

2. In the Search box, enter OneDrive
| OneDrive b4

o — e —

3. Under the Programs section, click OneDrive for
Business

Programs (2)

| #& OneDrive for Business

#& OneDrive for Business

4. On the Sign In page,
e Enter your email address, such as Slgﬂ n
netid@csub.edu
Type the email address or phone number of {

° Clle NeXt you would like to use with Access.

netid@csub.edy|

Next
L
e Enter your password
Sign in with your organizational account
e Click Sign In s
netid@csub.edu
( Signin ’
6. Click Show my files . ==

Your files are syncing as we speak. Go take a look and
walch them come in.

ou 20 see your fies here:
CASErSTheT AW OrE DY - CSU Bakersfield 1

Show my fes.

. . . o[ @ =
7. Your local OneDrive folder with copies of your B D |
folders and documents from the cloud. OpanizazelochsiainNbacns Ex Bum  ewfoder - 0 @
o= B ame . Date modified Type =
M Desktop 4. Platiorm 2016
I Downloads = g 2010
& OneDrive for Busi g 2011
#& OneDrive B 2012
b Recent Places B Constitution Draft

8" My document

3 Libraries @) Presentationl

Documents i Screenshots 1/8/2016 10:10 Micros €
4. Music adll L] +
9items
(Y
0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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2.3 Accessing OneDrive from an Office Application

You can access OneDrive for Business from your Office applications, such as Word, Excel, and PowerPoint.
These instructions will walk you through the process.

Last Modified by tsherman on 2/7/2017 CSU Bakersfield

8. If this is your first time using OneDrive, you will need to activate it. See Section 2.1.1 Initializing
OneDrive.
9. To sign into your Office 365 account, Click Sign In
Documentl - Word O X
Design  Layout References Mailings Review View \/ ie Sign in P+ Share
10. You will not see the Sign In link, if you are signed into Office 365 already. Instead, you will see your
name in the upper right hand corner. In this case, you can skip these instructions.
Documentl - Word | a
References Mailings Review View U Tellme John Adams 9'_ Share
11.  On the Sign In page,
e Enter your email address, such as S|g nin
netid@csub.edu
e Click Next Type the email address or phone number of {
you would like to use with Access.
Next
12.  On the CSUB page, .
ES5UB)
o Enter your password
° Cllck Slgn In Sign in with your organizational account
netid@csub.edu
C el )
( Signin '
13. You are signed in.
Documentl - Word = O
References Mailings Review i U Telime John Adams ,Q'_ Share
0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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3.0 Storing Files in OneDrive

You have three ways to store your documents and files to OneDrive. First, you can drag and drop files and
documents from your computer or portable device. Second, you can upload your files and documents to
OneDrive. Lastly, you can save your documents to OneDrive directly.

3.1 Dragging Files

One way to store your files to OneDrive is to drag them. These instructions cover dragging your files to

OneDrive.

1. Make sure you have OneDrive opened. # | Office 365 | OneDrive
£ search @ New ~ 2 Upload & syne [ O
~ Millard Fillmore Files
~ Groups +

2. To begin, navigate to the documents you want to
upload to One Drive

3.  Arrange your document window and the OneDrive window, so you can see both.

T 1= T ]
&)=/ ). » Ubrases » Documents » My Documens » Fies T4y | Se B o 3 e rptest-mysharepointeom O - @ © | € Files - OneDrive
File gt Favories Tools el
Organize = Sharewitn=  Bum  Newfolder - ™
Custam Offe Termolses * Docyments library =
o - L @heww *upost & Gne O Open sy =G
File Storage
Files o - - Files -
FirsClass ) 20100050
FirstCiass Archive & 20110080
81 My Data Sources
My Digial Ecitians
# My Msic
& My Pictures
My Shapes
A My Videos
Nvive 10 Recovery
O fies o h using the CneDrive app for your compait v
w0k -

4. Select the documents you want to upload.

aensas :

0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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5. Drag the selected documents to OneDrive

OneDrive @ Califor

Documents

6.  Your files appear in OneDrive. OneDive © Clforia St Univerty Bskrsils

Documents

@ new 1 ovplosd L syne "

v Q7 2010% ] \
Q0 2011 @ Onl)
Q) 012w ] 0
8% Constitution Draft & a 0
@ faculy & a h

3.2 Uploading Files

A second method for storing your files and documents in OneDrive is to upload them. These instructions
cover uploading your files to OneDrive.

1. From OneDrive, click Upload _ )
= OneDrive

O HNewwv (2 Upload) & Sync [1 Open

e Uploaa . T
2. On your computer, P e i
. Organize = New foider £ . @
¢ Find and select the documents you want to i —_ 3
|
upload
. 4 2010aise
e Click Open o e EARSIEY
Fibes. [ /Ilanﬂ.:l;im Draftdocx ‘
FirstClass G faculty.pptx
cancn
3. Your files appear in OneDrive.
Documents
@rew B ovpoas @ syne v
[} 2010 = '] [
@ 201w & Ont
-] a h
' @ onl
' @ onl

0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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3.3 Saving files to OneDrive

A third way for storing documents to OneDrive is to save them using the Save As menu from your Office
products. You must be signed in to your Office 365 account for this function to work. These instructions
cover saving documents to OneDrive using Word 2016 for PC.

14. If this is your first time using OneDrive, you will need to activate it. See Section 2.1.1 Initializing
OnebDrive.

15. To begin make sure you are signed into your Office 365 account. If you see your name in the upper
right hand corner, then you are signed. If you are not signed in, see 2.3 Accessing OneDrive from
an Office Application.

Documentl - Word = a

References Mailings Review View U Telime John Adams ,Q'_ Share

16.  From your Office application, such as Word 2016,
click the File tab Design La

Corbel (Headit ~ | 26

B I U -~ abe

~ Format Pain

Clipboard [F]

17. On the Info screen, click Save As

Documentl - Word

18. On the Save As page, click OneDrive — CSU

Bakersfield.
Save As

OneDrive - CSU Bakersfield
((& ok365-48@0365hammg.tsub.edD

® Sites - CSU Bakersfield
ofc365-48@0365¢training.csub.edu

You should see your email address below it.

19. Inthe center pane, click the folder called OneDrive | Save As
— CSU Bakersfield

OneDrive - CSU Bakersfield Older
a 0fc365-48@ ub.edu

t OneDrive - CSU Bakersfield )
Ej> Sites - CSU Bakersfield

©0fc365-48@0365training.csub.edu

0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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20. Onthe Save As screen,

<« 0fc365-48_0365trai... » Documents »

New folder

e Give the file a name
e Click Save

Organize v
9 Documents  ~  Name
o Music

Documentation
| Pictures

Email attachments
B videos

Email attachments 1
FC File Storage

18 Computer

s Office 365 Information Session
Open Labs

Outlook 2016 for PC Advanced
Outlook 2016 for PC Basics

€ Network =
1% MILAPTOP-HP

R )

Save as type: [Word Document

Authors: Laptop ags

Save Thumbnail

' Hide Folders Tools

21.

Your document appears in OneDrive.

OneDrive

@ New v

2 upload

2 sync

My document.docx

~

D open

- Abouta mi.

John Adams

2068 KB

22.

with the document copy in OneDrive.

After your document is saved to OneDrive, your Save button H changes to a Sync button .

You can use the Sync button to save any changes to your document and synchronize your changes

4.0 Working with Files

You can perform several tasks with your files in OneDrive. For example, you can download and open your files.
Additionally, you can create new files using the online applications, such as Excel, Word, and PowerPoint.

4.1 Download a File

You can download your files to your local computer. Downloading a file involves copying the file from OneDrive
to your local computer’s hard drive. Any changes you make to the local copy will not appear in the file on
OneDrive. These instructions will guide you in downloading a file.

4 faculty.pptx

a My document.docx

o Constitution Draft.docx

)

About 2 minut...

About a minut...

2 hours ago

1. From OneDrive, Files
¢ Locate the file you want to download ’ e e
. a 2010.xdsx About a minut... John Adams
s CIICk the bUtton [ 2011.xlsx About 2 minut... John Adams
[ 2012.xlsx About 2 minut... John Adams

John Adams

John Adams

John Adams

2. From the pop-up menu, click Download

Open in Excel Online

Open In Excel

Share

0365 OneDrive for Business: Basics - QRG
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. . . —  a_—— - E
3. On the Opening ... window, Cpenng oty
You have chosen to open:
e Click Save File ) facutty.pptx
which is: Microsoft PowerPoint Presentation (143 KB)
e Click OK from: httpsy//csubemptest-my-sharepoint.com

‘What should Firefox do with this file?

(©) Qpen with [Microsoft PowerPoint (default ©

C{v Save File )

["] Do this automatically for files like this from now on.

() (o |

4. Most web browsers will save your file to your
computer’'s Downloads folder.

@Ov'a » Downloads w |44 |[ Search

Organize ~  Include in library = Share with = Slide show

Favorites = Name

J4 Downloads T faculty.ppte
02013 Outlook PC Advanced - Outline.pc

o Navigate to your Downloads folder Rt o ) 02015 Oustonk P B Ovtineput || SEE e

[ Creative Cloud Files

miks

. . B Desktop ™ (02016P Email students using Excel List-1 0
e Double-click the downloaded file & OneDrive for Business 1 " 02016P Email students using Exce List -
& OneDrive for Business ** 02016P Email students using Excel List - 1 ~
1 v
829 items

s

(=] [& s faaulty.. @ = O

File  Hom|Inser| Desi| Tran:| Anir | Slide| Revie| View|Add-| Q Tell me Sign in [

5. The file opens in the appropriate application, in this
case, PowerPoint

1
B MoveD =
—{ NEW |
- What's New
e " Csus Employee Center

s all about youl You can
pa— easiy jump to your:

s Parsonal infarmation

a + Payroll & Comeensation
 Report your time
 Viewyour time.

= nNotes Mlcomments [B 55 B T -1 + 36%

4.2 Open Online

You can open Word, Excel, and PowerPoint documents from OneDrive. The documents will open in their
Online equivalent, such as Word Online, etc. The advantage of this option is your changes are available on
any device that you use with OneDrive, as well as anyone that you have shared the document with. These
instructions will assist you.

1. From OneDrive, Files

¢ Locate the file you want to open v Narme Medfed Modiied By
e Click the document, such as Constitution @ 20m0 T Aboutamint.ohn Adams
Draft 6 2011.xlsx «s Aboutaminut.  John Adams

g 2012 xlsx About a minut... John Adams

aQ e About a minut... John Adams

& faculty.pptx e+ Aboutaminut.  JohnAdams

g My documentdocx =+ 2hours ago John Adams

0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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2. The document opens in the appropriate Online
application, in this case, Word Online.

m

Jona Adams / EanDocument= W Pt @ Shore I Commens

This is the Draft Constitution

Oy - -
To print the document, click the HE" Print icon

i Word Online

John Adams /7 Edit Document - & shere BB Cq

This is the Draft Constitution

4. The Print option creates a PDF document. To view
the PDF, click the link.

Microsoft Word Online x

Your PDF is ready.

CCIl'ck here to view the PDF of your document. )

Close

5. Depending on your browser, the file opens in a new
browser window. To print the PDF, click the Printer
icon.

Automatic Zoom %

This is the Draft Constitution.

6.  Return to OneDrive by clicking the appropriate tab

J: & Files - OneDrive X \E Constitution Draft.docx ﬁstpdf

€ ) @& ntpsy/csubemptest-my.sharepoint.e & || Q search 3 A 1

7.  Onthe PDF screen, click Close

Microsoft Word Online x

Your PDF is ready.

Click here to view the PDF of your document.

8.  To edit the document the document online, click Word Online
Edit Document e T —
“This is the Draft Constitution
0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.
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9.  Select Edit in Word Online @ Edit in Word
Use the full functionality of Microsoft
Word.
ﬁ Edit in Word Online
5 Make quick changes right here in your
browser.
10. Make your changes. The Online applications will R v I e U
save your changes automatically. The document o [y | Tretetmmclo- S2TFECEE M os
Paste - N - - More ab
status appears at the bottom of the screen. ¥ ¥ A- A AR f=r - pulae s
Undo Clipboard Font Paragraph Styles  Editing
This is the Draft Constitution. 1 added a sent;
< | 1
PAGE 1 OF 1 ABOUT 12 WORDS ENGLISH (U.S.)

4.3 Open in Application

You can open your documents in native Office applications. This process downloads a copy of the document
and then launches the appropriate application. When you choose to this option, your changes are not stored
in the OneDrive copy of your document. If you shared this document with others, they will not see your
changes. These instructions will assist you.

1. From OneDrive, Files
¢ Locate the file you want to download v Kame ot Modiec by
. . . [« 2010x! e About a minut... John Adams
¢ Click the document, such as Constitution
Draft < 2011 xlsx s« About a minut... John Adams
o 2012.xlsx ess  Abouta minut... John Adams
a e About a minut... John Adams
d faculty.pptx «ss  About a minut... John Adams
o My document.docx e+ 2hours ago John Adams

2. The document opens in the appropriate Online M

application, in this case, Word Online. o S S s e

This i5 the Draft Constitution

iy o - Word Onli
) ) Prlﬂt . or niine
To print the document, click the hE" icon pr— Some Wl

“This is the Draft Constitution

0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved. Page 15
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4. The Print option creates a PDF document. To view Microsoft Word Online x
the PDF, click the link.
Your PDF is ready.
CCIick here to view the PDF of your document. )
Close
5. Depending on your browser, the file opens in a new
browser window. To print the PDF, click the Printer
icon. Thi i the Dt Consition
6.  Return to OneDrive by clicking the appropriate tab /@ Files - OneDrive * '\ @) Constitution Draftdoc: ffmmmmmmestot
€ ) & ntipsy//csubemptest-my.sharepoint.cc ¢ || Q Search ¥+ A 9
7. Onthe PDF screen, click Close Microsoft Word Online X
Your PDF is ready.
Click here to view the PDF of your document.
8.  To edit the document the document online, click #  Word Online
Edlt Document John Adams et & share W Comments
This is the Draft Constitution
9.  Select Edit in Word Online @ Edit in Word
Use the full functionality of Microsoft
Word.
ﬁ Edit in Word Online
5 Make quick changes right here in your
browser.
10. Make your changes. The Online applications will o A
. = Times New Roman - 12 =
save your changes automatically. The document Sl s s B AR
¥ W A- A A A 1= 3= 1w es+
status appears at the bottom of the screen. e | et | e g | v | sai
Status
This is the Draft Constitution. I added a sentg , to the document.|
‘PAGEJOFl ABOUT 12 WORDS ~ ENGLISH (U.S) ! ( SA\/ED)

4.4 Open files from Native Applications

You can open a document stored in OneDrive, from most Office applications, such as Word, Excel, or
PowerPoint. The advantage of this option is your changes are sync’ed with OneDrive, as well as anyone that

you have shared the document with.
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1.  Before you begin, you should:

¢ Activate OneDrive, see Section 2.1 Initializing OneDrive.

e Access OneDrive from your Application, see Section 2.3 Accessing OneDrive from Office

click the File tab

2. From your Office application, such as Word 2016,

3. On the Info screen, click Open

Info
O365 OneD

T Production = Tra

=]
Save As <4

Open

Save

Protect

Bakersfield.

4. On the Open page, click OneDrive — CSU

You should see your email address below it.

@ Recent
OneDrive - CSU Bakersfield
(ﬁ ch365-48@u365training:sub.edu)

E} Sites - CSU Bakersfield
of c365-48@a365training .csub.edu

5. If necessary navigate to the desired folder, then
click the desired document.

Sites - CSU Bakersfield
0fc365-48@0365training.csub.edu

. Sites - California State Universi...

= | OneDrive - CSU Bakersfield
Recent
3 OneDrive - CSU Bakersfield Forms 10/27/2015 3:41 AM
0fc365-48@0365training.csub.edu
Platform 2016 1/7/2016 5:32 PM
® OneDrive - California State Uni..
jadams@CSUBakersfield.onmicrosoft.c. @) Constitution Draftdocx  1/7/2016 406 PM

1/5/2016 11:25 AM

1/5/2016 1:26 PM

6. Your document opens in your application. You can
make any changes are additions.

MY DOCUMENT

HEADING

A3BLCcD AsBbCcD L

THomal NaSpaing Heaing1 ;| Ed

Totak .

your headings by using heading styles, or highlight imgortant text sing other st

tab. Yeu can format
ces, bke Emphasis and

Intenss Quote. These to g
your ideas.

Go ahead and get started

After your OneDrive document is opened, your Save button E changes to a Sync button .

%

You can use the Sync button to save any changes to your document and synchronize your
changes with the document copy in OneDrive.

0365 OneDrive for Business: Basics - QRG
Last Modified by tsherman on 2/7/2017

©2015. All Rights Reserved.
CSU Bakersfield

Page 17




Faculty & Staff
OnebDrive for Business: Basics
Quick Reference Guide

5.0 Managing Files

5.1 Create a Folder

You can create folders to keep your files and documents organized.

1. From the OneDrive, click New

OneDrive

£ (& New v) 2 Upload & Sync [ Open

2. From menu, click Folder

@2 wWord document
B2  Excel workbook
E2 PowerPoint presentation

f2 OneNote notebook

s e Y N
3. Onthe Folder screen, Folder *
e Give the folder a name qp.at-»orm =D |
e Click Create —
‘ Create .

4. Your folder appears in OneDrive Files

v Name Modified Modified By File Size

ol Pplatform 2016 ws % Afewsecon..  John Adams

5.2 Copy File to Folder

You can copy files to a folder. This is helpful, if you want to retain the original version of a file or document.

1. From OneDrive, Files

¢ Locate the file you want to copy : e tedee Heded
) G 2010xlsx «se  Aboutaminut.  JohnAdams

o CI'Ck the e bUtton g 201Llxlsx e+ Aboutaminut.  John Adams
G 2012xlsx «se  Aboutaminut.  JohnAdams

[ Constitution Draft.docx «s=  Abouta minut.. John Adams

@ faculty.pptx @ Aboutaminut..  John Adams

d My document.docx <+ 2hoursago John Adams
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2. From the pop-up menu, click Copy to

Share
Get a link
Rename
Delete
Move to

Details

NI Y N

3. On the Copy Item to:

e Select the desired folder
¢ Click Copy

v & Files

v Copy @New folder ®

Copy item to:

( > mll Platform 2016/0)

4. Your file or document appears in the selected folder

Files > Platform 2016

v Name

@ faculty.pptx

Modified Modified By

* 2 minutes ago John Adams

5.3 Move File to Folder

You can move your documents or files to a folder. This is helpful, if you want to organize related items

together.

1. From OneDrive,
o Locate the file you want to copy
e Click the *** button

Files > Platform 2016

v Name

@ faculty.pptx

Modified Modified By

@ * 2 minutes ago John Adams

2. From the pop-up menu, click Move To

Share

Get a link
Rename
Delete

Copy to

Details

0365 OneDrive for Business: Basics - QRG
Last Modified by tsherman on 2/7/2017

©2015. All Rights Reserved.

CSU Bakersfield

Page 19




Faculty & Staff
OnebDrive for Business: Basics
Quick Reference Guide

3. When the Move item to screen appears, C :
PP v Movee New folder *
o Navigate to the desired folder Move item to:
e Click Move
v f@ Files ﬂ
C- Platform 2016 ‘j
4. Your file or document appears in the selected folder = | fiec > platform 2016
v Name Modified Modified By
o faculty.pptx * 2minutesago  John Adams
5.4 Rename File
On occasion, you may need to rename a file or document. You can easily perform this operation in
OneDrive.
1. From OneDrive, Files > Platform 2016
o Locate the file you want to rename v Name Modified Modifed By

e Click the *** button

@ faculty.pptx

@ * 2 minutes ago John Adams

2. From the pop-up menu, click Rename [~Ben "
Share
Get a link
Delete
Copy to
Move to
Details
3. When the Rename box appears, x
Rename
e Enter the new name
_ Staf] pptx
e Click Save
4. Your file or document has a new name. Files > Platform 2016
o Name Modified Modified By
* A few secon... John Adams
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5.5 Delete File

You can delete files from OneDrive.

1. From OneDrive,

e Click the *** button

o Locate the file you want to delete

Files > Platform 2016
v Name

@ faculty.pptx

Modified

@ * 2 minutes ago John Adams

Modified By

2. From the pop-up menu, click Delete

Lm—/é\is’e_‘n\nf“\w\

Share
Get a link
Rename
Copy to
Move to

Details

e Click Delete

3. When the Delete Confirmation appears,

Delete?

site Recycle Bin?

Are you sure you want to send the item(s) to the

folder

4. Your file or document disappears from the selected Files > Platform 2016

5.6 Restore Deleted Items

When you delete documents, files, or document versions, the items are placed in the OneDrive Recycle Bin.
The OneDrive Recycle Bin allows you to restore selected items, delete selections, and empty the Recycle
Bin. These instructions will assist you with this tasks.

1. From the folder pane, click Recycle bin

~ Harry Truman F||9q
Files
v Name

Recent

Shared with me

& Presentation1.pptx

Modified

* A few secon...

s0fc365-09_o365training_csub_edu
/Documents

Recycle bin
Recycle bin
] Type Name Original Location Deleted By Created By Deleted4 Size
[y Constitution Draft.docx /personal Harry Truman Harry Truman 1/25/2016 11:26 AM 12.2 KB
/ofe365-09_o365trainir
/Documents
M1 @5 faculty.pptx spersonal Harry Truman Harry Truman 1/25/2016 11:25 AM 143.6 KB
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w

To restore a selection,
e Check the desired document
e Click Restore Selection

Recycle bin
e x Delete Selection |I|] Empty Recycle Bin
|:| Type Name Original Location

o@ Constitution Draft.docx  /personal

/ofc365-09_0365training_csub_edu
/Documents

4. Atthe confirmation message, click OK

Are you sure you want to restore "Constitution Draft.docx"?

[ (OK )] [ Cancel

5. The item is moved to your Files folder Files
~ Name /
a Constitution Draft.docx
o Presentationl.pptx
6.  To delete one or more items, Recycle bin
e Click the desired document(s) e
. . R Selecti Delete Selecti
e Click Delete Selection S fesore selecion
D Type Name Original Locaf
0) @5  Constitution Draft.docx /personal
/ofc365-09]
/Document;
O g4 Presentationl.pptx /personal
/ofc365-09)
/Document;
0) T faculty.pptx /personal
/ofc365-09|

7. Atthe confirmation message, click OK

Are you sure you want to remove these items from the end user's Recycle Bin?

[

[L OK ] [ Cancel

8.  The item(s) are removed from your Recycle bin
folder

Recycle bin

ﬁﬁ Empty Recycle Bin
D Type Name Original Location
O ﬂ—j Presentationl.pptx [personal

/ofc365-09_o365training_csub_edu

9.  To empty your Recycle bin, click Empty Recycle

Recycle bin

[ Empty Recycle Bin
[C] Type Name Original Location
[ ﬂL Presentationl.pptx /personal
/ofc365-09_o365training_csub_edu
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10. At the confirmation message, click OK

Are you sure you want to permanently delete these items?

P
! OK ! Cancel

11. Allitems are removed from your Recycle bin Recycle bin

-
MM Empty Recycle Bin

[F] Type Name Original Location Deleted By

There are no items in the recycle bin. € —————

5.7 Details

With Details, you view information about your files and documents. This information includes general

information, recent activity, and sharing status.

1. From OneDrive, Files > Platform 2016
o Locate the file you want to copy v Name Modified Madified 8y
e Click the *** button @ faculty.pptx @ * 2minutesago  John Adams
2. From the pop-up menu, click Details ”";;"V\TN“\M
are
Get a link
Rename
Delete
Copy to
Move to
3. The details shows a preview, link, sharing status, recent activity, and file information
I
MCSUB Upgrade Faculty L|r'||(
oo MOVED| -
£=1 What's New https.//csubemptest-my.sharepoint.com/personalft
This file is not shared.
@ 4 SUDE1OF1
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~ Recent Activity

You moved "faculty.pptx” to
"Platform 2016"

7 minutes ago

You created "faculty.pptx”
1/5/2016 at 1:26 PM

~ Information
Type
Modified

Path

Size

PPTX File

Tuesday at 1:26 PM
Files

Platform 2016
faculty.pptx

14332 KB

5.8 Syncing files

You can view your OneDrive files from your computer without using a web browser. All your changes will sync
to OneDrive in the cloud, whenever you have an Internet connection. For the sync to work, you will need to be

signed into your Office 365 account and the OneDrive for Business app.

Business app

1.  For the sync to work, you will need to be signed into your Office 365 account and the OneDrive for

2. From the OneDrive, Sync

= OneDrive

P E New v~ 2 Upload O Open

3. Atthe prompt, click Sync now

xX

Sync this library to your device for easy access.

CA Sync now

-

Get the OneDrive for Business app that's right
for me

4. If this is your first time syncing, you may see this
message. To continue, click Sync Now

& Microsoft OneDrive for Business

RIS X

Which library do you want to sync?

httpsi#/csubemptest-my sharepoint.com/personal /ofc365-48_0365training csub_edu
You'l find your documents in File Explorer.

‘Wwe'll save the library here:
CAUsers\tsherman

5. Click Show my files

#& Microsoft OneDrive for Business

e

Your files are syncing as we speak. Go take a look and
watch them come in.

You can see your files here:
Ci\Users\tsherman\OneDrive - CSU Bakersfield 1

( Shuwmyﬁ\es.b
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6. Your local OneDrive folder with copies of your >~ P _

folders and documents from the cloud. PR T ——— - 1 @

Favorites .

B Desitop 4. Platiorm 2016

4 Downloads 2010

2011

012
Constitution Draft

& OneDrive for Busi
4 OneDrive
2» Recent Places

My document

Libraries Presentationl

ek R

Documents Screenshots 1/8/2016 10:10 A Microsc e
4. Music adl <) I C
9items

6.0 Sharing and Collaborating

You can share your documents with OneDrive for Business or from your Office application. Additionally, more
than one person can work on a document at the same time.

Documents and files stored in OneDrive for Business are tied to an individual. If the individual
leaves the university, their documents and files leave with them. As such, you will lose access to
these files and documents.

6.1 Sharing files from a web browser

When working with OneDrive using your web browser, you can quickly share a document or file with others.

1. From OneDrive, Files > Platform 2016
o Locate the file you want to share v Name Modifed Modifed By
e Click the *** button g faculty.pptx @ * 2 minutes ago  John Adams
2. From the pop-up menu, click Share it
o
Get a link
Rename
Delete
Copy to
Move ta
Details.
3. The Share window opens. George Bush x George Washingt... x
Type the names or email addresses of each Kenr]

person you want to share the document with
John F. Kennedy

) ) ming ¢
As you type, suggestions will appear. When

you see the name you desire, click it to add it
to your list.

Kennedy Garden

4. Select the permission that you want to grant the

) George Bush  x George Washingt...  x
people. Your choices are:

e Can Edit — read and make changes el ESmee) &

0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.

: Page 25
Last Modified by tsherman on 2/7/2017 CSU Bakersfield 9



Faculty & Staff
OnebDrive for Business: Basics
Quick Reference Guide

e Can View - read only

5. Type a message to send all the people, you are John F. Kennedy  x
sharing with.
Please review the presentation for the upcoming conference.
The email will contain a link to the shared ‘\
document.
6.  (Optional)

If you prefer not to send an invitation and simply
just share the document. Requie sign i

o Leave the message field blank @send an email invitation
e Uncheck Send an email invitation

When you are f|n|Shed, CI|Ck George Bush x George Washingt... x Can edit

John F. Kennedy x

Please review the presentation for the upcoming conference.‘

Require sign-in

Send an email invitation

' Share '

6.2 Sharing files from an Office app

While working in an Office application (Word, Excel, or PowerPoint), you can share your document with others.

1. Before you share a document, you should:
e Activate OneDrive, see Section 2.1 Initializing OneDrive.
¢ Access OneDrive from your Application, see Section 2.3 Accessing OneDrive from Office
¢ Save the document to OneDrive, see Section 3.3 Saving files to One Drive

2. To share the document, click Share ’ Decipeec e N

Design  Layout References Mailings Review View Q Telime & 5, Share

3. In Share pane, Share =&
e Inthe Invite People, enter the names of e { )} @
the people you want to share the document | canea: | «—@3)
with. You can also click the Address Book, e +=—@))

to search for names.

e Select a permission, such as Can Edit

° Enter a message Automatically share changes: | Askme ~
° Click Share George Washington
Editing
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6.3 Opening a Shared Document

When a document is shared with you, you can open it from OneDrive or from the sharing invitation. These
instructions will guide you.

1. From the folder pane, click Shared with me ~ Harry Truman
Files
Recent
Recycle bin
2. The folder opens. If you were granted edit Shared with me
permission, you can edit this document like any
other document. v Mame
(] My document.docx

6.4 Working on the same document together

One advantage of using OneDrive is the ability to collaborate on documents. Essentially, one or more
people can edit a document at the same time. These instructions will cover this process.

1.  To begin, you will need to share the document. For instructions on sharing a document, see sections
6.10r6.2

2. From OneDrive, Files

- Name Modimied By

2010l John Ndams

¢ Locate the file you want to open

2011.xsx lohn Adams

e Click the document, such as Constitution
Draft ;

2012.xlsx

John Adams

Constitution Drafr.docx John Ndams

lohn Adams

faculty.pptx

My document.docx e 2hous sgo John Adams

3. The document opens in the appropriate Online M

application, in this case, Word Online.

4. To edit the document the document online, click
Edit Document

Word Online

This is the Draft Constitution
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o

Select Edit in Word Online @ Edit in Word

Use the full functionality of Microsoft
Word.

w Edit in Word Online
5 Make quick changes right here in your

browser.

6. Once the document opens, you can begin editing. PREAMBLE

We the people of the United States, in order to form a more perfect union, establish justice,
insure domestic tranquility, provide for the common defense, promote the general welfare, and
secure the blessings of liberty to ourselves and our posterity, do ordain and establish this
Constitution for the United States of America.

7. When other are sharing the document, a natification & share
box will appear.

Harry Truman

E 2 other people are here
Martin Van Buren
Editing online

¢ Click the box to see the participants. B

Rutherford Hayes
Editing online

8. As others edit the document, flags will appear in the document representing their contributions.

SECTION |

Flags appear as
All legisla, you collaborate _&d shall be vesied in awni‘[ed States, which
shall consist of a Senate and a House of Representatives

Eiection 2

6.5 Version History

Whether you are revising a document or collaborating on a document with others, you can view the version
history of the document. Additionally, you can view prior versions.

1. From OneDrive, Files > Platform 2016
o Locate the file you want to work with v Name Modified Modified By
e Click the *** button @ faculty.pptx @ % 2 minutes ago  John Adams
2. From the pop-up menu, click Version History Dol
elete
Copy to
Move to
Details
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3. The Version History opens. It shows it version of the document, person who modified the document,

and more.
Version History
No. ¥+ Modified Modified By Size Comments
60  1/20/2016 4:52 PM Harry Truman 209 KB
50 1/20/2016 4:39 PM John Adams 204 KB
40 1/5/2016 11:25 AM John Adams 20.7 KB
30 11/12/2015 10:21 AM John Adams 114 KB
20 11/12/2015 10:18 AM John Adams 144 KB
10 11/12/2015 10:17 AM John Adams 14.9KB
4. To open a version, click the date Version History
No. ¢ Modified
6.0  1/20/2016 4:52 PM
.
40  1/5/2016 11:25 AM
3.0 11/12/20151021 AM
20 11/12/2015 10:18 AM
10 11/12/20151017 AM
s Lotmen Appicaton
5. When the Launch Application opens, s S
This link needs to be opened with an application.
. . . Send to:
¢ Click Microsoft Office 2016 r———
. Choose an Application Choose..
e Click OK
[] Remember my choice for ms-word links.
=N
6. Click OK Micrasoft Office [
B oot ton comain hor i i o s wtworty
Da you want to open this file?
Program: Microsoft Word
Address:
¥ i -48 036
Straining_csub_edu/_i_history/2560/Documents/My
conumerton:
e
7. The document version you selected opens in MY DOCUMENT
Microsoft Office 2016.
To take advantage of this template’s design, use the Styles gallery on the Home tab.
You can format your headings by using heading styles, or highlight impartant text
using other styles, like Emphasis and Intense Quate, These styles come in formatted
to look great and work together to help communicate your ideas.
Go ahead and get started.
| am adding content to this document. It is important to note that these changes are
essential.
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8. To restore a version, click the down arrow beside the Version History
desired version date Delete All Versions

. ) No. + Modified
Restore replaces the current version. It is added as

. . 6.0 1/20/2016 4:52 PM
another version, which allows you to revert back.

50 |1/20/2016 4:39 PM @

9. From the menu, click Restore View

Delete

10. Click OK

You are about to replace the current version with the selected version.

[ COK )_] [ Cancel

11. To delete a version, click the down arrow by the date | \ersion History

Delete All Versions

Ne. 4 Modified

60  1/20/2016 4:52 PM

50 |1/20/2016 4:39 PM ‘l

12. Click Delete View

Restore

13. Click OK
Delete moves the document to your OneDrive
Recycle Bin. If you need to recover the deleted
version, you can restore it from the OneDrive

Are you sure you want to send this version to the site Recycle Bin?

P
(G [ camea |

Recycle Bin.
14. To delete all versions, Delete All Versions Version History
No. + Modified
60  1/20/2016 4:52 PM
0365 OneDrive for Business: Basics - QRG ©2015. All Rights Reserved.

. Page 30
Last Modified by tsherman on 2/7/2017 CSU Bakersfield 9



Faculty & Staff
OnebDrive for Business: Basics
Quick Reference Guide

6.6 Viewing files Shared with You

You can easily view files that are shared with you in OneDrive for Business. These instruction will guide you

in this process.

located on the left.

3. When you open OneDrive, your folder pane is

OneDrive

P Search ® New v

~ Harry Truman Files

Files
Recent

&
Shared with me

Recycle bin

~ Groups +

° Best Presidents

2 Upload & Sync

Marme Modified

Presentation1.pptx

* A few secon...

with me

4. To access the files shared with you, click Shared

~ Harry Truman Files
Files
Recent

&
Shared with me

Recycle bin

Name Madified

Presentationl.pptx % Afewsecon.,

file or document.

5. The folder opens to show files shared with you. You can work with files, just like any other OneDrive

Shared with me
v MName

] My document.docx

Modified

ses 1/20/2016

Modified By

John Adams

0365 OneDrive for Business: Basics - QRG
Last Modified by tsherman on 2/7/2017

©2015. All Rights Reserved.
CSU Bakersfield

Page 31




Faculty & Staff
OnebDrive for Business: Basics
Quick Reference Guide

7.0 Getting Help

If you are unsure or need assistance, please refer to the resources below:

Resources on the Web

OneDrive Business
https://www.csub.edu/training/pgms/onedrv/index.html

For Office 365 questions or issues

Email office365@csub.edu

For general training questions or information

Tammara Sherman, Ed.D.
Campus Training

661-654-6919
tsherman@csub.edu
www.csub.edu/training/index.html

For help with computer-related Issues

Help Desk
661-654-2307
helpdesk@csub.edu
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