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Section 1A: OneDrive Desktop - Downloading the App

1. Click the File Explorer
Button in the taskbar at
the bottom of the screen.

% 3 Quick access

2. Click OneDrive in the

havigation pane on the —
left side of the screen.
¥ MNetwork

Set up OneDrive

Put your files in OneDrive to get them from any device.

3. Type in your UK LinkBlue
ID email in the new window.
Then click Sign In.

q | Gje238@uky.eduy|

oo | [T 2
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Section 1A: OneDrive Desktop - Downloading the App

4. Type in your LinkBlue
password in the new
window. Then click Sign In.

5. Click Next in the new window.

6. Click the "X" in the upper
right of the new window.

% University of
Kentucky:.

Sign in with your linkblue account

cje238@uky.edu

2

Your OneDrive folder

Add files to your OneDrive folder soy s them from other dev and still
hay Ih em on lh C

Your OneDrive folder is here
Ch\Users\cje238\OneDrive - University of Kentucky
Change location

icrosoft OneDrive ‘ X

Get to know your OneDrive /

To add items, drag or move them into the OneDrive folder.
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Section 1A: OneDrive Desktop - Downloading the App

# OneDlrive - University of Kentucky
7. If the download was

successful, your OneDrive [ This PC
Icon will now say OneDrive -
University of Kentucky.

¥ MNetwork

Section 1B: OneDrive Desktop - Storage Sense

1. Click the Start button
in the lower left corner

of your screen. = Search the web

Documents

Pictures

2. Click the Gear Icon to
access the Settings menu. %} Settings

Power

je, Eearch the web and your
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Section 1B: OneDrive Desktop - Storage Sense

System

Display, sound, notifications,

3. Click the System power
button in the upper left

of the new window.
Apps
Uninstall, defaults, optiona
features

— Battery
4. Click Storage, in the
navigation pane on the = Storage
left side.
[# Tablet mode
5. Click the On Button at the top Storage
of the screen under Storage. 2L flosyou don't neeas e temporary e and coment myour
Then click on "Configure .y;',bo
Storage Sense or run it now". Configure Storage Sense of run it ow
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Section 1B: OneDrive Desktop - Storage Sense

6. Click the drop down

menu under Run Storage
Sense to determine when
you want to run the scan.

7. Under Temporary Files,
click on the drop down menus
to determine how long to keep
files in the recycle bin, and if
you want files removed from
your Downloads folder.

8. Under Locally available
cloud content, click the drop
down menu to determine
when you want files sent back
to the cloud to free up space
on your computer.

Storage Sense

@ on

Storage Sense runs automatically when you're low on disk space.
We cleaned up 1.64 GB of space in the past month.

Run Storage Sense

ey ot - '\

Temporary Files

Delete temporary files that my apps aren’t using

Delete files in my recycle bin if they have been there for over

60 days ~ 1

Delete files in my Downloads folder if they have been there for over

Never ~ 2

Locally available cloud content

Storage Sense can free up space by removing unused cloud-backed content from your device.
Content flagged as "Always keep on this device” will not be affected.

Click here for more information

OneDrive - University of Kentucky
Content will become online-only if not opened for more than:

30 days - &
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Section 1C: OneDrive Desktop - Status Icons

1. The Cloud icon means that

your file is being stored

online, and not taking up Name Status
space on your computer. To {2 Accessing OneDrive App_Transferring Fil.._E )
access the file, you need to

have an internet connection.

2. Open a file to get the white
circle, with a green check. This
means you downloaded the file
to your computer, and Storage
Sense will place the file online if
it is not opened after the
determined set of time.
(Section 1B, Page 3)

5| Changing Netification in OneDrive.doox
View

Sort by

5 Changing the View_Search Engine.docx

Creating New Documents in OneDrive.d.. ¢

| Deleting and Retrieving Files.docx Group by

Downloading Files Fram Outlook to One... ¢ Refresh

Downleading the OneDrive App.docx q Customize this folder...

3. Right click on a file and select
Always keep on this device.

How to Access OneDrive Online.docx
Paste

5| OneDrive App_Files on Demand.docx

5 OneDrive App_Unsyncing Folders_New.d... Paste shortcut
Restoring Documents in OneDrive.docx Undo Rename

Sharing In OneDrive_Part 1.docx [ Share

5 Sharing In OneDrive_Part 2.docx L View online

& & & e a8 a5 a8 e 88888
= 1 g It [ng [t T 1) g

Storage Sense.docx 1 Always keep on this device

5 Uploading Mew Dncumenttn(]rm?
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Section 1C: OneDrive Desktop - Status Icons

4. The status icon will become

a green circle, with a white

check. This status means that

the file is downloaded, and
will not be sent online by
Storage Sense.

5. Right click on a file, and
select Free up space to
send the file back to the
internet cloud.

MName

M5 Accessing OneDrive App_Transferring Fil...
M Actions in OneDrive_Copying_Moving_D...

05 Changing Motification in OneDrive.docx
05 Changing the View_Search Engine.docx
05 Creating New Documents in OneDrive.d...

M5 Deleting and Retrieving Files.docx

M5 Downloading Files From Qutlook to One...

15| Downloading the OneDrive App.docx
M= How to Access OneDrive Online.docx

M5 OneDrive App_Files on Demand.docx

M5 OneDrive App_Unsyncing Folders_New.d...

05 Restoring Docurmnents in Onelrive.docx
05 Sharing In OneDrive_Part 1.docx

g Sharing In OneDrive_Pa ocx
M5 Storage Sense.docx
05 Upleading New Document to Onel

Sort by
Group by
Refresh

Customize this folder...

Paste
Paste shortcut

Undo Rename

@ Share
View online
~  Always keep on this device

Free up space

[,
by

Give access to
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Section 1D: OneDrive Desktop - Saving New Files

Insert Design

1. Click File in the upper left Calibri (Body) ~

corner of the new document. Paste :
- ~ Format Pa

Clipboard

2. Click Save As on the
left side of the screen.

Save As

3. Double click on OneDrive-

University of Kentucky. You can @ OveDrve - Universty of Kentucky

then save the file on your cje238@uky.edu
OneDrive to the location desired. S ———
cjed38@uky.edu
e T e —
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Section 1E: OneDrive Desktop - Unsyncing Folders

v @ OneDrive - Llniversite of Kentuels f1Z) Changing Notificatio

Access [ Collapse

1. Right Click on the OneDrive Evalustic  Openin new window

. - . Images Pin to Cuick access

Icon in the File Explorer window. o I —————————

(Section 1A’ Step 1’ page 1) Paperwo £ Play with VLC media player

CI|Ck on Settin S. Print Reg @ View online /

g F'urchas& @

Reports Always keep on this device
Template Free up space

/ & Microsoft Onelirive

1 - Account Backup Network Office  About

2 . M ake sure th e Acco u nt OneDrive - University of Kentucky (cje238@uky.edu)
. 29.3 GB of 5,120 GB doud storage used
tab |S Se I ected . Th e n Manage storage  Unlink this PC

click Choose folders. tlacation s syncing

0OneDrive - University of Kentucky
634 MB used on this PC 2 Choose folders Stop sync

Access Datebases (144.7 MB)
Attachments (19.5 MB)
Documents (32.8 KB)
Evaluations (526.4 KB)

3. Uncheck which folders you
want to keep online only, and
hide on your desktop.

=
]
]
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Section 1E: OneDrive Desktop - Unsyncing Folders

4. Click the OK button in the
lower right corner to oK Cancel
complete the changes.

Section 1F: OneDrive Desktop - Getting Online

~ @ OneDrive - University =54 =mtoe=tos

1. Right Click on the hccess Datebases |0
OneDrive Icon in the File — A
Explorer Window (Section Other e ol
1A, step 1, page 1). Then Ewlk

Print Requests Seltmgs @
Always keep on this device

select View Online.

Purchases
Free up space

BS Microsoft
Sign in
2. Enter your LinkBlue ID
email address in the new
window. Then click Next.

cje238@uky.edu

Can't access your account?

Sign-in options

10
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Section 1F: OneDrive Desktop - Getting Online

gje228@uky.edu

3. Enter your LinkBlue password,
and click Sign in.

BY Microsoft

. cje238@uky.edu
4. Click No when the new

] Stay signed in?
window appears.

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

Don't show this again

-

MNo

Section 2A: Online Basics - Uploading Docs

® = » ";-l!{‘ =
+ New T Upload ~ A 1 . .7 Flow ~

1. Click Upload, and click Files. 5 Files

Folder

Files

11
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Section 2A: Online Basics - Uploading Docs

2. Locate the file in the File
Explorer window, and double

click on the file. You can also click
on the file, and then select open.

3. Click Upload and select Folder to
load a compilation of documents.

4. Click the Folder, and
then click Upload.

@ Open b4
« v 4 || « OneDr.. > Video Scripts v o O Search Video Scripts
Organize + New folder =« [ o
A MName Status Date modified ™
3t Quick access
1) Accessing OneDrive App_Transferring Fil.. &
e Creative Cloud Fil {5 Actions in OneDrive_Copying_Moving D... &
N . P, . ~
& OneDrive - Univer U.'JL Changing Natification in OneDrive.docx &
@ Changing the View_Search Engine.docx =
Access Datebase ™ ) .
@] Creating New Documents in OneDrived..,. &
Bualuztions | Deleting and Retrieving Files.dacx 2
Images 1 @ Downloading Files From Outlook to One.. &
Other 15 Downloading the OneDrive App.docx Es3
Paperwork @15 How to Access OneDrive Online.docx = A
[ A TN, W YRy — PRy, Vot gt ey ~
Personal vl
File name: | ANFiles () v

2

Mew

Fil, 2

T Upload ~» I 1

Files

Folder

1

<« One.. * Training Reg..

New folder

. . ™ Name Statu Date modified ™
Frive - Univer
ss Datebas- Adobe Training = 1/22/2020 10:1
ations 1 Drupal = 1/ £
o -
OneDrive = 2
es
Opening a OneDrive Folder = 1/
r
Cuualtrics = 1/
mwork Stream = 1/
nal Teame < 19
[ T, W <

]

2 Search Training Request

=~- @

[ZEE A Training Request

2 Upload Cancel

12
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Section 2A: Online Basics - Uploading Docs

r I
o\ i R &
& iy P n
il = -l y - 9 e 9
- - 7 ol y
oamf ~A™
& Sort = O]

5. The Uploading status will
be in the upper right corner
of the screen.

Uploading 3 items to Documents

1. Click the View Options button in
the upper right corner to switch = Compact List
between the three options. o Tiles

Format current view

Section 2C: Online Basics - Sorting

1. Click the drop down menu next
to a column title, and then click
on the preferred sorting option.

13
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Section 2D: Online Basics - Searching

1. Click in the Search engine
in the upper left corner, and
type in keywords related to
the document.

2. As you type, results with
auto-populate. Click on the
document to review the
material.

L search everything

Jennings, Chadwick

B3  Files

:::  OneDrive

OneDriv

m
o
-3

e -+ New T Upload ~

OneDrive Script.docx
CneDrive - Tue at 7:00 PM

OneDrive Training Outline_New.docx

OneDrive - Sep 10, 2019
OneDrive Reactions.pptx
OneDrive - Jan 30

Section 2E: Online Basics - Managing Notifications

1. Click on the Gear icon in the
upper right corner of the screen.

14
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Section 2E: Online Basics - Managing Notifications

Settings X

2. Click OneDrive settings. OneDrive

OneDlrive settings

Restore your C}neDriv\

Jennings, Chadwick

[1 Notifications
3. Click Notifications in the

navigation pane on the left side. s More Settin

4. Make sure all of the
options are turned

oh to ensure you
are being alerted to Email notifcation when others reply to your commants
activity in your
OneDrive.

Notification Settings

Email notification when the link in a sharing email you sent was clicked

15
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Section 2E: Online Basics - Managing Notifications

OneDrnive

5. Click OneDrive in the
upper left corner to go back
to your OneDrive. [l Notifications

Jennings, Chadwid

fo3  More Settings

Section 3A: Online Sharing - Getting Started

D Name Maodified

1. Place your mouse over the
@ Accessing OneDrive App_Transf... I;?o October 30,

file, and click on the three dots . M s
Actions in OneDrive_Copyin img_Dow...  October 10
to the right of the file name. i

Changing Motification in OneDrive.docx October 22

Accessing OneDrive App_Trans... |& : Open >

Actions in OneDrive_Copying_Moving_Dow... Freview

Changing Motification in OneDrive.docx

Copy link
Changing the View_Search Engine.docx

Manage access

2. Click Share in the
new menu.

®H ® & @

16



University of Kentucky
College of Agriculture,

OneDrive Food and Environment

o Cooperative Extension Service

Section 3A: Online Sharing - Getting Started

Send Link
. . F'eo:_nle in Univ;—rsit;-‘ of Kentucky with
3. Click the arrow to the right © welncanear ©
of the Link settings to access - o
Enter a name or email address
your options.

Add a message (optional)

4. You can share with people in
University of Kentucky (1). You , People in University of
- 1= Kentucky with the link
can also renew or remind people of
- .- . 2 : People with existing access
existing access to a file (2).
3 Specific people

Finally, you can share with people .
outside the University (3).

5. Click the check next to
Allow Editing to remove

. Other settings
E Allow editing ,
the ability of users to

make changes to the file. ’ =

17
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Section 3A: Online Sharing - Getting Started

6. If Allow Editing is
unchecked, you can also block
users from downloading by
clicking the button to the right.

7. Click Apply to set the changes.

8. Type the person's name
in name field, and names
will auto-populate. Click on
the appropriate user.

Other settings
|:| Allow editing

= Block download

Send Link

F'ECI:.I|E in Unn.-.ersm:-' of Kentucky with
the link can edit

L

Garner, Steven
Informaticn Technology Ma...

' Palmer, Gary
' gpalmer@uky.edu .

ga

18
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Section 3A: Online Sharing - Getting Started

9. Click on the X to the right of Garner, Steven X
the user to remove them. Indd another \

10. You can also add a
message to be included in the
email that will be sent.

lrdd a message (optional)

11. Click Send to deliver an email

invite to the file to the user. m

12. Click Copy Link to paste a link
to the document in an email. Click
Outlook, and an email message
will populate with a link to the file.

19
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Section 3B: Online Sharing - Accessing Shared Files

Jennings, Chadwick
T Files
1. Click Shared in the navigation pane 0) Recent

on the left side of the screen.

() Discover
& Recycle bin

2. At the top of the screen
there will be two options.
Shared with you list the files Shared with you  Shared by you
that you have been sent.
Shared by you list those files
that you have sent to others.

0] Popular around me files will appear hs

3. When afile is

SharePoint Online X
opened by someone &= The link to "Accessing One..

The link you sent to "Accessing OneDri...

else, you will receive a
notification both
online and via email.

4 Date: Today

SharePoint Online The link to "Accessing OneDrive App_Transferring Files” was successfully used
The link you sent to “Accessing OneDrive App_Transferring Files™ was clickad!

20
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Section 3B: Online Sharing - Accessing Shared Files

- . - - Show actions -
@ Previous Versions in OneDrive. te I

4. To access the shared file, @) Accessing OneDrive App Tra{fpjsfe”i :
click on the file in the Shared
by You page (Steps 1-2).
You can also click Open, in
the notification email.

This link only works for the direct recipients of this message.

—
mzj Accessing OneDrive App_Transferring Files

Section 3C: Online Sharing - Collaboration

Jennings, Chadwick

1. Click on the user profile button 1 4 Share | [J Comments

in the upper right corner (either J G Jennings, Christy £ ideas

your initials or a picture). Then npesE ] -
2 . Goto location

click, Go to location.

Join group chat

If the process was successful, you will see the One

2. You will see a flag pop up in sCreen. —
Jennings, Christy
the document that tells you were Double Click cln‘[her OneDrive Co

the user is currently in the file. To start transferring files to your OneDrive App, t

21
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Section 3C: Online Sharing - Collaboration

Jennings, Chadwick

3. Click on the user profile button

in the upper right corner (either 1 @ @share | D comments
your initials or a picture). Then @ g sy e
click, Join group chat. A chat o 1o loction

window will open on the right side. 2 Join group chat

4. Type your message in the text
box in the lower right corner of

Hey there!|
the screen.

v/ S Findv | [ Dictate v | 4 Ideas

Accessing OneDrive App_Tran... =
Hey thers! Q

Respond Ignore

5. If the user is not in the chat
area they will see this message
appear in the upper right corner.
If they do not, have them perform
Step 3 to access the chat area.

Hey there!

6. All chat messages will appear
on the right side of the screen.

Good Morning!

22
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Section 3D: Online Sharing - Exiting and Stopping

1. To leave the file, click on the
"X" in the document's browser
tab. You can also click on the
OneDrive tab to navigate back
to your OneDrive.

2. Back in the Shared by you
window (Section 3B, steps 1-2,
Page 20), click on the three dots
to the right of the file name.
Click Manage Access.

3. Click Stop Sharing in the
navigation pane on the
right side of the screen.
Then click stop sharing in
the new window to confirm.

| & Shared by you - OneDrive u Accessing OneDriv

2

e App_Transfe X

i/_layouts/15/Doc.aspx?sourcedoc=%7B3AEF1AQ1-FDb4-404A-BC40-7CODT0478954% 7 Da

Accessing OneDrive App_Transfer :

Restoring Documents in OneDrive.

Sharing In OneDrivN

Final Videos

Sha

® & & ®

How to Access OneDrive Online.de OPen

Video Scripts

Preview

re

Copy link

Manage access

Email Address Update_Powtoon.m| Details

Manage Access

\

‘& Links Giving Access

Stop sharing?

This will delete all links giving access to this item and remove all

people with direct access except for owners.

Stop sharing

Cancel

23
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Section 4A: Other Online Options - Downloading

- D Marne \
1. Place your mouse over a file,

and click on the three dots. W]  Accessing OneDrive App Trans... | O

@ Actions in OneDrive_Copying_Moving_Dow...

Name Modified M
(v] Accessing OneDrive App_Trans... & : Open >
. . Actions in OneDrive_Copying_Moving_Dow... Freview
2. Click Download in the new Share

Changing Notification in OneDrive.docx

Copy link
Changing the View_Search Engine.
Manage access

Creating New Documents in OneDrive.docx
Download

Deleting and Retrieving Files.docx Delete

drop down menu.

B &5 & & & B U

G Save Az

Ui » lennings, Chadwick »

3. In the navigation pane on Sl el
the left side of the File # Quick access
Explorer window,choose the
location where you want to @ OneDrive - University of Kentucky
place the file. [ This PC

& Creative Cloud Files

oF Metwork

24
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Section 4A: Other Online Options - Downloading

4. Click Save in the
lower right corner of the Save Cancel
File Explorer Window.

Section 4B: Other Online Options - Moving

. D Mame \
1. Place your mouse over a file,

and CIiCk on the three dOtS. @ Accessing OneDrive App_Transf... & O

@ Actions in OneDrive_Copying_Moving_Dow...

Mame Modified
Accessing OneDrive App_Trans... |&* @  Open

Actions in OneDrive_Copying_Maoving_Dow... Preview

Share
Changing Motification in OneDrive.docx
Copy link

2. Click Move To.

Changing the View_Search Engine.docx
Manage access

Creating New Documentgain OneDrive.docx )
Download

Deleting and Retrieving Files.docx Delete

Downloading Files From Outlock to OneDri.

Copy to

b
o]
o]
L
L
o
L
L

25
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Section 4B: Other Online Options - Moving

Move 1 item

ﬁ Accessing OneDrive App_Transferring..-

3. On the navigation pane on the
right side, click on Your Places
OneDrive or the Shared Library Choote s dectination
where you want to move the file. & Your OneDrive

University of Kentucky

BN Agricultural Extension

Choose a destination

_4 Access Datebases

4. Click on the folder where
you want to move the file.

__  Attachments

_ Documents

_  Evaluations

—  Traiming Notes

—_ Training Request

5. Click Move here to transfer

the file to the chosen location. -/
Move here

26
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Section 4C: Other Online Options - Copying

- D MName \
1. Place your mouse over a file,

and C"Ck on the three dOtS. @] Accessing OneDrive App_Transf... = O

@ Actions in OneDrive_Copying_Moving_Dow...

MName Modified M
(] Accessing OneDrive App_Trans... &0 -  Open >
Actions in OneDrive_Copying_Moving_Dow... Preview
. Share
2 C“Ck Copy To Then Changing Notification in OneDrive.docx
Copy link

Changing the View_Search Engine.docx

repeat steps 3-5 of
Section 4B (pg 26).

Manage access

Creating New Documents in OneDrive.docx _
Download

Deleting and Retrieving Files.docx Delete

Downloading Files From Outlook to One Move to

Downloading the OneDrive App.docx

m & B 8 6B & BH B U

Section 5A: Deleting Files

- D MName \
1. Place your mouse over a file,

and C"Ck on the three dOtS. @] Accessing OneDrive App_Transf... = O

@ Actions in OneDrive_Copying_Moving_Dow...

27
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Section 5A: Deleting Files

[ Name Madified !
@ Accessing OneDrive App_Trans... & Open >
B2  Actions in OneDrive_Copying_Moving_Dow... Freview
1 Share
2' CIICk DEIete to remove @ Changing Motification in OneDrive.docx
H H Copy link
the file and send it to the o |
@ Changing the View_Search Engine.docx
- Manage access
Recycle bin. | |
@ Creating New Documents in Onel docx )
Download
@ Deleting and Retrieving Files.docx
Downloading Files From Outlook to OneDri... Move to

Section 5B: Deleting Files -
Recycle Bin & Recovering Files

Jennings, Chadwick

T Files
1. Click the Recycle Bin in the
navigation pane on the left side of Y Recent
the screen. Files, after deletion, R Shared
will be stored here for 90 Days. © Discover
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Section 5B: Deleting Files -
Recycle Bin & Recovering Files

2. Click on the circle to the 2 i Delete S Restore «_ 3

left of the file name (1). |

Click Delete at the top left Recycle bin

to remove the file (2). Click

Restore to return the file Neme

to your OneDrive (3). _1 ® @ Changing Notification in OneDriv...

3. If you Restore a file, the file will
be sent to their original location,
which can be seen to the right of
the file in the Recycle Bin.

Created by Original location

ick  Jennings, Chadwickl] personal/cje238_uky_edu/Documents

Section 5C: Deleting Files -
2nd Stage Recycle Bin

1. Click Second-stage recycle
bin at the bottom of the recycle
bin to access files that have been
deleted from the recycle bin or Can't find what you're looking for? CheckGe seconc
past the 90 day archival limit.
To delete or restore repeats
Section 5B, steps 2 and 3.
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Section 6A: Accessing Previous Versions

- D MName \
1. Place your mouse over a file,

and CIiCk on the three dOtS. @ Accessing OneDrive App_Transf... & O

@ Actions in OneDrive_Co p}finllt}_Moui ng_Dow...

(] @ Previous Versions in OneDrive.... | Open

- . Preview

@ Sharing In OneDrive.docx
Share
Copy link
Manage access
Download

2. Click Version history. Dette

Move to

Copy to

Rename

Flow

Version History

Version  Maodified Date \ e

13.0 Jan 22 @ Jennings, Chadwick

3. Locate the version you
need in the navigation pane
on the right side of the screen.
Place the mouse over the file,
and click the three dots.

30



University of Kentucky
College of Agriculture,

OneDrive Food and Environment

o Cooperative Extension Service

Section 6B: Previous Versions - Restore

2m ago Jennings, Chadwic

1. Click Restore to make

the chosen version of the oo a ‘\
document the default. 30 3mag OPen File

Delete Version
3m ag- Jennings, Chadwic

2. You will see a new

Ve rSion Of the document Version  Modified Date Maodified By Size
generate When you 6.0 Just now Jennings, Chadwick 226 KB
restore the file to its 50 2mago 2 K

previous state.

Section 6C: Previous Versions - Delete

2m ago Jennings, Chadwick
1. Select Delete Version to 0 2mad Restore
remove a previous version of N Open File /
. 30 3m ag Jennings, Chadwick
the document from the list.
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Section 6D: Previous Versions - Open File

1. Click Open File.

2. You will be prompted
to open the file using the
desktop version of the
same Microsoft Product.

3. Click Yes in the next window
to begin opening the file.

2m ago

Delete Version

Open Word (desktop)?

https://luky-my.sharepoint.com wants to open this application.

\ Open Word (desktop)

Y
Microsoft Office

\ 5ome files contain viruses that can be harmful to your
! . computer. It is important to be certain that this file is from a
S trustworthy source,

Do you want to open this file?

Program: Microsoft Waord

Address:

https://luky-my.sharepoint.com/personal/cje238 uky edu/ vti_

history/25680/Documents,/Training Request/COnelrive/Training
Resources/Previous Versions in OneDrivel.doox

Yes ‘ Mo |
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Section 6D: Previous Versions - Open File

4. At the top of the screen you
will see two buttons. Compare
will open a split screen for you
to review the previous version
and the newest version.
Restore will make the old
version the newest version.

st wersion, click Ry 1 Compare

5. You can also click File, and
then save this file with a new

name to do a comparison of PREVIOUS VERSION To make this ¢
the versions.

Section 7: Create a New File Online

File wls View

1. Click New in the upper @— oad v 7 s ,
pload ~ 1o Sync o7 Flow
left hand corner.
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Section 7: Create a New File Online

+ New >~ T Upload ~ I3
27 Folder

¥ Word document

2. Chose the Microsoft application B Excel workbook
you are Wanting to use. @ PowerPoint presentation

5 OneNote notebook
B Forms for Excel

& Link

Document - Saved
3. Click Document at the top
of the screen to type in your
file name. = 2= v

e what you want to do Editing +

OneDrive Guide - Saving..

me what you want to g £ Editing ~

4. As you work on the
document your file will
save automatically. You
can see the saved status to OneDrive Guide - Saved
the right of the file name.

I
I

@ oo Mormal

Il me what you want to dg £ Editing v

4
it
i

MNormal
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Section 7: Create a New File Online

5. Click Open in Desktop App
to start working in the version
that is on your computer.
Saving will have to be done
manually at this point.

Open in Desktop App & Tell me wha

6. Click the "X" on the

browser tab with the

file name to exit the file.

You can also click the 2 | @ Documents - OneDrive x (] OneDrive Guide x 1
OneDrive tab to go my.sharepoint.com/personal/cje238_uky_edu/_layouts/15/doc.aspx?sourcedoc={e37c9671-24fb-4d7b-8
back to your OneDrive.

Section 8: Sending Email Attachments
to Your OneDrive

OneDrive

1. Click on the waffle icon in the
upper left corner of the screen.

Jennings, Chadwick

£ Files
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Section 8: Sending Email Attachments
to Your OneDrive

2. Click the Outlook button.

3. Locate the email, and
place your mouse over the
file. Click the arrow in the
bottom right of the file.

4. Click Save to OneDrive to
move the file automatically.

Office 365 —

OneDrive Files

a Jennings, Chadwick
X Tue 2/18/2020 10:04 AN

Jennings, Chadwick
Accessing OneDrive App_Tran... Actions in OneD
23KB I 23 KB

3 attachment ownload a

a Save & s':,- of Kentucky

Accessing OneDrive App_Tran...

23 KB N

Preview nel

Download

Save to OneDrive - University of Kentucky
T T TP D ————

Extension IT Trainer
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Section 8: Sending Email Attachments
to Your OneDrive

5. Click Save all to OneDrive
to move all the attachments

to an email rather than
selecting them indivdually.

@ Accessing OneDrive App_Tran... @ Actions in OneDrive_Copying...
23KB 23KB

6. After files are saved to
OneDrive, click on the waffle
icon in the upper left corner.

7. Click the OneDrive button.

8. Your files will be located in the
Attachments folder. You can then
] . ] ~ Attachments
move the files to their desired
location. (Section 4B, Page 4-5).
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Section 9: Create a Group/Shared Library

1. Click Create shared library
in the navigation pane on the
left side of the screen.

2. Give your group a hame
under the Site name field. You
will see a verification below the
field if the name is available.

3. Under Privacy settings,
choose to make the group
public or private. This option
will not be available until you
fill in the Site name field.

Shared libraries
LYl Agricultural Extension
n Residence Life Desk Clerks

u University of Kentucky Te...

Create shared library

Site name

OneDrive Guide

The site name is available.

Privacy settings

Private - only members can access this site

Public - anyone in the organization can access this site

Private - only members can access this site
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Section 9: Create a Group/Shared Library

4. Click Next at the bottom
right of the screen.

5. Add owners and members on
the next screen. If they are in
the organization, their names
will auto-populate. Click on the
name once it appears.

6. Click Finish to create the
group. Your new groupllibrary
will appear in your's and the

member's shared library menu.

Cancel

Add additional owners
Enter a name or email addrass

Enter a name or email address
Add members

hayes, ric|

,QQ Hayes, Richmond E

RQ Hayes, Rick A,

. Hayes, Rick A,
Information Technoloay Manager |

Showing top results

Add members

|En:er a name or email address

n
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Any questions or training request
chad.jennings@uky.edu



