Moving files to One Drive SPARSHT ANDOVER
Guidance Sheet

COLLEGE HAMPSHIRE

1. Open Office 365 and
click the Tile icon (Apps)
6 P psi//sparsholtac-my.sharepo Find one Drive soft Office Home B> OneDrive for Business 2 Andover Collg -

P searchon OneDrive for Business

o Settin
Documents 2 *

Documents

Recent

d with me

@nNew A oupoad L sync v

Site folders Email attachments
ey _— 2, Click the ‘Settings’ (Cog
N o Icon) and turn the ribbon

Notebooks '

‘on’ (Here shown ‘off’ which
is the default)

=) dickens room and the two power supplies

Theme

Choose your favorite theme

Start page

Change where you land when you sign ir

yrag files here to Upload
Notifications

Decide which notifications you need
Password
Change your password.

OneDrive

P searchc OneDrive for Business

Documents Search all setting P

Documents
d  Recent N -
New Upload Sync v
Shared with me ® = L Ribbon
Ac] or
v ] Nam Modified Sharir Modified By On
Email attachments ... November30 @ Onlyyou M Heather Oughton Site settings
q Graphics <« 4days ago @ onlyyou Heather Oughton Go to site settings for this site.
«e«  October 25 @ Onlyyou Heather Oughton
Acr N Gl Theme
H ... December12 @ Onlyyou M Heather Oughton Choose your favorite theme.
; 3. Note Ribbon has ’
2 . . <« November4 @ Onlyyou M Heather Oughton
Start page
: appeared with Files e Novamber30 @ Oniyyou I Hesthar ughton i
N Vo Change where you land when you sign in
’ B https://sparsholtac-my.sharepoint.com/personal/houghton_sparsholt_ac_uk/Documents/Forms/All. © ~ & & | £ Microsoft Office Home B> OneDrive for Business £ Andover College & Spars... 2

Office 365 OneDrive A Eod n

) E LIBRARY
— ; = " Settings x
- a ~ 5“ O
Create Column - L = Open with Explorer L
Quick Create ags & E-maila  Alert RSS Sync  Connectto Conne Edit New Quick Library Shared w
Edif View Navigate U Cun. " Page of Link Me~  Feed Outlook Oftiie. Library Step Settings  With S e Je)

ormat Manage Views Share & Track ony tomize Library ettings

reh Onebrive Ribbon

4. Select Librarytab |

| Shar Modifie Site settings
and then open mber 30 @ Onlyyou M Heather Oughton Gotosite settings for this itz

s ago @ Onlyyou Heather Oughton

with Explorer’ e

folders ser 25 @ Onlyyou Heather Oughton

red with me

Choose your favorite theme

vcle bin Bhor 19 B Ankouan Unaathar Nunhtan

ILT Team Support Mini Guides One Drive Guidance Sheet Dec 2016 1



Moving files to One Drive
Guidance Sheet

Office 365

OneDrive

Professional and Per
More

# OneDrive - Sparsholt
= This PC
m Desktop
= Documents
@% Downloads
& Music

&= Pictures

# Videos

9 Windows (C)
= Shared Drive (V:)

B https://sparsholtac-my.sharepoint.com/personal/houghton_sparsholt_ac_uk/Documents/Forms/All. © ~ & & | @) Microsoft Office Home

ANDOVER
e e o COLLEGE

SPARSHET

COLLEGE HAMPSHIRE

B OneDrive for Business <

2 Andover College & Spars...

- K

BROWSE FILES vl < | Documents .
sy T Modify View . Current View: Home Share View () x
[1] Create Column Al - = . . m
View Quick  Create >< New item v Select all
Edit  View Navigate Up Current Page | Easy access ~ Select none pel
View Format Manage Views Pin to Quick Delete New Properties
ccess 7 2 g . folder . Invert selection
£ search OneDrive Clipboard anize New Open Select
@ New i Upl 1 “ https://sparsholtac-my.sharepoint.com  nersonal > houghton_sparsholt_ac_uk > Documents v U Search Documents rd
Documents . -
v U Name ~ O Name Date modified Type
Recent Email att > Quick access
Shared with me mail attaq B Desktop Email attachments 08/12/2016 15:47 File folder
Followed Graphics Graphics 13/12/2016 15:31 File folder
N # Downloads
) - 25/10/2016 10:22 e
Site folders Initial junk o Initial junk 25/10/2016 10:22 File folder
N y# Documents Notebooks 12/12/2016 16:13 File folder
ecvaehin Notebooks "
= Pictures Personal 22/11/2016 13:43 File folder
Personal DLC Testing
A -
Groups Testing DLD & dickens room and the two power su .
_ 5. Up will pop the explorer
ILT team = dickens rog

window and you can copy/
drag from one window to
another.

Just as you have always done.

= | File Feplarar
-

Open M Wimdow i - -
pen th L
T e Ouick accazs

. . . Frequent faldars 18]
o Craick access
m Deskbop
w Desstap
Docurnents
& [ownloads
o
Documents
nin4

ILT Team Support Mini Guides

One Drive Guidance Sheet Dec 2016

Best to open a New Window
from the file menu. So you
can drag your source files/
folder to the destination
drive/folder
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