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Infroduction

» |n the Summer of 2021, Chabot - Las Positas Community
College District migrated the on-premise Outlook e-
mail system to the cloud using Microsoft 365 Exchange.

» These Microsoft 365 accounts not only provide Outlook
e-mail but also access to many other cloud
applications, such as: Word, Excel, Power Point, and
OneDrive — a file storage and sharing application.

» OneDrive and all the Microsoft 365 Office products are
FERPA compliant (Family Educational Rights and
Privacy Act). (Sorry, free Google products are not
FERPA compliant and discouraged by the college/
district)
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Accessing OneDrive

®» There are a couple ways to access
OneDrive, the easiest way is to use your
web browser and log into your Outlook 365
account;

Home

|

» On the left side you'll see a series of icons.
Above this is a group of dots “nav bar”
(aka: waffle iron) that when clicked on will
display all of the 365 applications that you
have been given access to;

P 8 @ @ B ¢ > €

85 QUSNSTVNDF NVEA

» The blue cloud is the icon for OneDrive;
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Home Screen

» Click on the OneDirive, blue cloud, icon to launch in a
new browser tab;

@& My files - OneDrive. x

« 2> C M )  https//cipcedorg-my.sharepoint.com/personal/ipc-studentnatice_laspositascollege_edu/_layouts/15/onedrive. aspx

i1 OneDrive O search
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£ Shared
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Recycle bin

Quick access

As you open files from shared
libraries, they |l appear in this Quick
aaaaa list. w

More places.

Create shared library

This folder is empty

Get the OneDrive apps

Return to classic OneDrive i
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Left Navigation

» |n the left navigation you will see
selections for:
= My Files

= Recent (files that you've look at
recently)

= Shared (files that others have shared
with you)

= Recycle bin (files that you have
deleted will be automatically
removed after 30 days)

Note: Home option has recently
replaced the Recent option.

OneDrive

LPC-StudentNotice
B3 My files

@ Recent

& Shared

@ Recycle bin
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Menu

» To create a new folder or document,
click on the + New drop-down button
at the top:

= Select the type of document to be
created and that application will be
launched; or

= Select Folder and enter the desired
name for the folder.

Folder

Word document

Excel workbook
PowerPoint presentation
OneNote notebook

Forms for Excel

s Visio drawing

@ Link
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Menu

» To upload a file or folder from your device, click on the
Upload button at the top; and make a selection.
Follow the prompts;

T Upload ¥ . Sync

Files

Folder

» Search your device for the desired file(s), highlight and
click on Upload.
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Sharing Documents with Others

» Once you have a file in your OneDrive, you can then
share it with others:

=  First select the radio button to the left of the desired file;

8 Open ~ |2 Share ¥ L Download [i] Delete =B Rename  ':: 1= sort v X 1selected = v
My files
Qo 0D Name v Modified ¥ Modified By ~ File size v Sharing

b

o
(] ﬁ“ “Demo Spreadsheet.xlsx About a minute ago LPC-StudentNotice 6.82 KB Private
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Sharing Documents with
O'I'herS(con’rinued)

= Click on the Share button at the top;
= Select Email link;

Note: Recent version of OneDrive eliminates this selection
and will take you to the Send Link screen.

| Share v i/ Downloa

B Email link
%@ Copy link

2, Manage access
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Sharing Documents with
OtherS(con’rinued)

= |f the person to be shared with is to have
View Only access, then leave the pencil
on the right lined through;

= type the name of the first employee (to
be given view access to this file) until
their name appears highlighted at the
top of the list and click on to select;

= Type in any additional names the same
way;

= Press Enter to select these names and
setting;
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Sharing Documents with
OtherS(con’rinued)

= To allow a person Edit access to the file,
click on the drop-down next to the pencil
and select Can Edit;

= Type in employee names for those whom
you want to be able to edit the file;

=  When finished entering names, go to the
Message section space and type in a
message;

= Click on Send when complete to send @
noftification e-mail to everyone being
given access;

= A copy of the file will be in everyone’s
Shared box.

Can edit
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Sharing Documents with

Olllh erS(con’rinued)

» As time goes on you may want to ERLERY - Downloa
give more employees access to a = Email link
file and remove or change access @ Copy link
for others. For this and other 2, Manage access
functions select Mange Access. )

e Stop sharing

@ Links giving access © 12 Share

There are no sharing links for this item.

Note: With recent version of OneDrive, this
screen can be accessed by clicking on the
Private or Shared designation for the file.

&, Direct access © +

LPC-StudentNotice Owner
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Demo

®» Demo: sharing file;

t31  Excel Demo Spreadsheet - Saved AP Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help [ Commen ts s Catch up /Editingv
9 Bv @ B v ovAv [Svh Beloms o % 84 B Bv Iv e O]
E9 v fr
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1 -
2 First Name  Last Name ID Contact
3 Joseph Jones 205 x 1968 a
4 |Heidi Ulrech 1502
5
6
7
8
9
10 |
11
an

* Nofice, that two people are working on the same file
at the same time and OneDrive shows you where
each person is working.
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Syncing Files Between Your
Dewce and OneDrive (Optional)

It's possible to have a folder on OneDrive sync with your
PC/ laptop if your device uses Windows 10 or 11;

» Note: While there are benefits to having a folder syncing
between these two platforms there are also drawbacks to
take info consideration first;

= Deleting files in folders that have been sync’'d will permanently
delete the file in both places;

= |f asynced file becomes corrupt, or your device picks up a
virus, it will fransfer to the synced folder as well;

= |f your laptop goes missing, whoever has it will now be able to
access all the files on the device and in your synced OneDrive
folder;
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Syncing Files Between Your Device
and OneDrive (optional) (continueq)

» Still want to learn how to sync device to OneDirive:

= First, and "best” practice is to create a folder in OneDrive
specifically for this file syncing; (Please, Do NOT sync your
desktop or all the files on your device or OneDrive!)

= Back at your PC/ laptop:

« |f you are Using a College/ District Issued Device [_‘;!

- Click on This PC, and look for “*OneDrive — clpccd.or i 7
the left navigation. If you have this One Drive is configured
and can skip to slide 18;

- or the Start flag and search for OneDrive with the blue
loud. Then go to slide 17;
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Syncing Files Between Your Device
and OneDrive (optional) (continueq)

« |f yvou are Using a Personal Device

- Syncing to a personal device can be a littfle more
involved. (Often times there is already a OneDrive
app that was loaded with your Microsoft install);

- Click on the Start flag and search for OneDrive
with the blue cloud (not white cloud or any other
icon). If you don't have this, then visit the
Microsoft site https://www.microsoft.com/en-
us/microsoft-365/onedrive/download

and download OneDrive for PC, Mac or Android.



https://www.microsoft.com/en-us/microsoft-365/onedrive/download
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Syncing Files Between Your Device
and OneDrive (optional) (continueq)

« Configuring OneDrive on Device

- Open OneDrive and you be asked  to P
“sign-in” with your college e-mail address :
and then set up as OneDrive  for "Work or \_J
School” (not personal);

- You will be asked to enter your _ i

password as well as a few other Setup OneDrive

questions about the set up. Think about -
these carefully (this is a work account); S P
Note: Technology staff are not able to =
provide support on personal devices due to [im———

liability concerns.
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Syncing Files Between Your Device
and OneDrive (optional) (continueq)

. a . 5 | OneDrive - clpced.org
O S nC|n Home Share
« v 1 @ > OneDrive - clpc
- Open “This PC" to explore files; - & g
- Right click on “OneDrive — i
clpccd.org” and select Settings; g
Heidi
§ Video:
Note: Depending on how Windows and Nt
OneDrive were loaded and configured on i o

your device, these steps may vary.
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Syncing Files Between Your
Device and OneDrive (optional)

(continued)

- Then select Account on the left;

- And click on Choose Folders;

ccccccc

Heidi Ulroch

-------------
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Syncing Files Between Your
Device and OneDrive (ophonql)

(continued)

- Uncheck Make all files
available;

- Check the folder that you
created earlier specifically
for syncing files;

- Click on Ok.

@& Micr.

Choose folders

Ipccdorg
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Notes

= Things to note about OneDrive:

Changes are saved automatically, no need to click save
when using Office 365 applications;

Do not save personal identification information to OneDrive,
such as: social security #s, credit card #s, etc.;

Having a good file management system and file naming
convention is important here;

« Consider which files and folders you want to share and
with whom, and which ones you want to keep private.
Use sub-folders with folder names that reflect this;

« Use the terms “Sync” or “Shared” in the folder name;

* You can have multiple folders sync'd to your device
(please, keep it to a minimum);
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NO‘l'es (continued)

You can have OneDrive folders syncing to your laptop and PC
if you create different folders for each one (to keep them
from conflicting with one another in the sync process);

= |f your device is off-line, syncing won't occur until the device
reconnects to the internet;

= Forimportant documents keep a back-up copy saved in an
un-sync'd & un-shared folder;

= Technology staff will not be able to recover deleted or
damaged OnebDrive files;

=  For additional assistance you may find this Microsoft video

helpful https://support.microsoft.com/en-us/office/sync-onedrive-
files-and-folders-d9262485-9bf8-4ceb-bac2-e83f68cbéa?7

= For Mac users try here
hitps://www.techrepublic.com/article/how-to-set-up-and-use-
microsoft-onedrive-on-a-mac/



https://support.microsoft.com/en-us/office/sync-onedrive-files-and-folders-d9262485-9bf8-4ceb-bac2-e83f68cb6a97
https://www.techrepublic.com/article/how-to-set-up-and-use-microsoft-onedrive-on-a-mac/
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Questions

» Questions
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Conclusion

»Thank you!

Workshop Evaluation




