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Moving files to One Drive 
Guidance Sheet

1. 	Open Office 365 and 
click the Tile icon (Apps)

	 Find One Drive

4. 	Select Library tab 
and then ‘Open 
with Explorer’

2. Click the ‘Settings’ (Cog 
Icon) and turn the ribbon 
‘on’ (Here shown ‘off’ which 
is the default)

3. 	Note Ribbon has 
appeared with Files 
and Library
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5. 	Up will pop the explorer  
window and you can copy/
drag from one window to 
another.  
Just as you have always done. 

6. 	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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