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What is OneDrive for Business?

OneDrive is the Microsoft cloud service that connects you to all your files. It lets you store and protect your files, share
them with others, and get to them from anywhere on all your devices

How to sign in to Office 365 (0365)

1. Open an internet browser and navigate to https://www.office.com/

2. Click “Sign In”

3. Enter your school email address

B® Microsoft

Sign in

Email address, phone number or Skype

No account? Create one!
Can't access your account?

Sign-in options

4. Click “Next"

5. Enter your network password (this is used to login to computers at school and your email)
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4 jain.phillips@thejohnroanschool.org.uk

Enter password

|Dasswc-rd

Forgotten my password

Welcome to The John Roan School's Office 365
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6. If you are on a secure computer (ie at school or at home), tick “Don’t show this again” and click “Yes”

If you are on an unsecure computer (ie at a library or café), leave “Don't show this again” unticked and click
" NO"
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Stay signed in?

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

|:| Dan't show this again

Mo Yes

Welcome to The John Roan School's Office 365

Uploading Files in OneDrive for Business (0365)

You can upload files to OneDrive for Business using a traditional upload window or by dragging-and-dropping; both
methods are explained below.

Follow these steps to upload files to OneDrive for Business using a traditional upload window.

1. Login in to Office 365 (0365)

2.
a. Either click on OneDrive on the homepage under “Apps”
Apps
 |&a| &
Outlook OneDrive Word

b. Or click on the “"Waffle" E in the top left corner, and then click on OneDrive

H Office 365
Apps

ﬂJ_ QOutlook &@a OneDrive
E Word EE Excel
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3. Click the “Upload” button in the toolbar. Then, select either “Files” to upload a file or files or “Folder” to
upload a folder from your computer*:

1T Upload ~ o Flow
Files

Folder

4. If you chose to upload a file or multiple files from your computer, select them in the Open window and then
click the "Open" button:

{2 Choose File to Upload *
« v « Doc.. » XA Links (Shortcu... v 0 Search XIA Links (Shortcut Ma... @
Organize « Mew folder == - [H e
== Curriculum Shar ™ Mame Date modified Type "
= 5IMS (5] = English.jpg 01/06,/2018 12:55 JPGFil
== Staff Shared Arei E evolve-normal.png /2018 14:43 PMGF
= IT Support (L) = Geography.jpg /06,2018 12:56 JPGFil
. f‘!‘ ICO Convert - Create lcons From PMNG & ... 2/07/2018 11:20 Interne
Documentaticl
ﬁ lconArchive 04/06/2018 11:48 Interne
IT Admin Shor
i sho =| ICT.jpg 01/06/20181256  JPGFil
Legacy = Interactive Whiteboard.jpg 01/06/2018 12:57 PG Fil
Orders = T Support.jpg 16/05/2018 15:07 IPGFil
Photos = Learning Apps.jpg 01,/06,/2018 12:57 JPG Fil
Quotes = Library.jpg 01/06/2018 12:58 IPGFil
Software = Mathsjpg 01/06,/2018 12:58 JPGFil
Temp Files = Media Studies.jpg 01,/06/2018 12:59 PGFl,
MATA ALY v { )
File name: | evolve-normal.png V| All Files (%7 i

* NOTE: Internet Explorer only allows you to upload individual files.
Please use Google Chrome to upload multiple folders or folders within folders.
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Uploading Using Drag-and-Drop

Follow these steps to upload files to OneDrive for Business using drag-and-drop.

1.

Open an internet browser and login to OneDrive, navigate to the folder to which you would like to upload files:

-+ New ~ T Upload v |2 Share @ Copylink o Flow

Files > Userguide

O

Mame T Modified

3 Sync

2. Open the folder on your computer that contains the files you wish to upload to OneDrive for Business in a

separate window.

!

= | XIA Links (Shortcut Manager)

Home

v 4t

Share View

<« Doc.. » XA Links (Shortcut ...

v 0

MName
7 Quick access

.. myconcern.ico

£ ConvertlCO.com - Convert JPG to 1CO

5 ICO Convert - Create lcons From PNG & ...
Thumbs.db

[ Drive-U-icon.png

£ IconArchive

=] Accessories,jpg

= C56.jpg

=] All Applications.jpg

=] Staff Area.jpg

[ This PC

|_ﬂ MNetwork

=| Student Area.jpg

=] Serif Applications.ipa

39 items

Search XA Links (Shortcut Ma... @

Date m od\i;‘ied

p -
>

ELE

3. Select the file(s) on your computer you wish to upload to OneDrive for Business, drag them to OneDrive for
Business in your browser window, and release the mouse in the files list area:

Drag the items to any location.

/O + $ = @ of ::l;! 1= B Tiles (D
-
Files Userguide
D Mame T Modified Maodified By
| =1 Picture Tools  XIA Links (Shortcut MdRag... - m} py
Home Share View Manage
Iﬂ « v 4 <« Doc.. » XIALinks (Shortcut .., v O Search XIA Links (Shortcut Ma... 2@
-
Name Date modified
# Quick access e 01/06/2018 13:44
0|
By [ ThisPC = CS6jpg 01/06/2018 13:43
=] All Applications.jpg 01/06/2018 13:41
= Network =] Staff Area.jpg 01/06/2018 13:13
(= Student Area.jpg 01/06/2018 13:06
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4. Confirm that the files successfully uploaded to the folder:

Uploaded 5 items to Userguide

Previous File versions
1. You can see a file's version history by selecting it in the Files view of OneDrive for Business, and then selecting

"Version history":
@E Open ~ & Share @ Copylink « Download [i] Delete 53 Moveto [[3 Copyto 4% Rename o Flow ~ & Version hismryl‘

Files
0 D Mame T Madified Madified By File Size Sharing
@ ] Documentdocx : March 25 lain PHILLIPS 10.7 KB Private

Private

[¥=)
-
a
==

About an hour ago lain PHILLIPS

b

5|
] Tevolve-normal.png

2. Once the "Version History" screen opens, you can click the corresponding date and time of a file's version to
open it:

Version History

Version Modified Date Madified By Size
2.0 Mar 26 s lain PHILLIPS 10.7 KB
1.0 Feb 21 ain PHILLIPS 10.6 KB
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