M365 OneDrive Overview

Accessing OneDrive on the Desktop OneDrive Settings (Desktop)

OneDirive is an integral part of Microsoft 365 and provides a place To access your OneDrive settings, click the OneDrive icon (cloud)
in the cloud to store, share, and synchronize your files. on the taskbar in the system tray.
e  Update and share files from any device.
e Work on Office documents with others at the same time. i
You can access OneDrive from your Desktop: Note: If you do not see the OneDrive icon, OneDrive might not be
1. From the Start Menu. running. Go to Start, type OneDrive in the search box, and then
2. Using File Explorer click OneDrive in the search results.

3. Using the OneDrive Cloud Icon on the system tray:

The OneDrive dialog page displays:

P Type here to search

@ OneDrive - Insight e

© Your files are synced
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Access OneDrive from File Explorer Q% e

OneDrive is integrated into File Explorer. The OneDrive folder, ] 8 w
indicated by the Cloud icon, includes all your synced files and Cpenfekier - Mewonlne - feardebin
folders.

e You can manage your files just as you would with any
other folder on your computer - dragging and dropping
files, creating new folders, and organizing your
documents as needed.

e Any changes made in this folder will automatically
synchronize to OneDrive, ensuring you always have the
latest version of your files.

The Dialog page displays:

e  Access to OneDrive Files

e  File Synchronization
Notifications and Status Updates
Settings and Preferences
Sharing and Collaboration
View online

Rk . Version History
1. Open the OneDrive Folder or the File Explorer Folder Access the Recycle bin

e
uic ccess

Quick Access in OneDrive is a feature that allows you to quickly
reach your most frequently used files and folders:

e  Pinning for Convenience: You can pin files or folders to
Quick Access so they're always easy to find.

e Location: The Quick Access menu is located on the left-
hand side of the OneDrive interface.

e Automatic Suggestions: OneDrive may automatically add
items to Quick Access based on your usage patterns.

e Visual Indicator: Files and folders pinned to Quick Access
display a pin icon next to their name.

Frequent folders ®)

OneDrive - File Explorer
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OneDrive Status Icons

OneDirive icons in the Desktop Notification areas, menu bars,
Windows File Explorer, and macOS Finder tell you the sync state
of the file or folder.

OneDrive Toolbar

(“':‘ New

X

s} ()] = ] T Sert = View

Icon Warning Solution
A red circle with a BB ciick the blue : Creates new files and folders
white cross indicates or white OneDrive icon directly within OneDrive. This includes creating
Ix) that a file or folder in the notification area documents, spreadsheets, presentations, and
cannot be

more.

to learn more about the
problem.

H Press the

Windows key, search
for OneDrive and then
open the OneDrive
Desktop app.

synchronized.

Compressed (zippec) Folder

A grayed-out OneDrive
icon with a line through
it indicates you are not
signed in, or OneDrive
setup has not
completed.

: Moves files and folders from one
location to another within OneDrive.

7

: Creates a copy of selected files and
folders in a different location within OneDrive.

: Inserts files and folders that you have
cut or copied into a new location within OneDrive.

Press the Windows
key, search for
OneDrive and then
open the OneDrive
Desktop app.

The paused symbol
over the OneDrive icon
means your files are
not currently
synchronizing.

.. .Tj ..3/

=1

: Changes the name of your files and
folders within OneDrive.

=,

: Shares selected files and folders with

©

2
§ E !

If OneDrive shows
“Processing changes"
for a long time, it could
be because you have
an online file open, a
very large file syncing,
a lot of files stuck in a
queue.

The circular arrows
over the OneDrive
notification icons
signify that sync is in
progress. This includes
when you are
uploading files, or
OneDirive is
synchronizing new files
from the cloud to your
PC.

If you see a yellow
warning triangle over
your OneDirive icon, it
means your account
needs attention.

others.

: Removes files and folders from
OneDrive. Deleted items move to the Recycle Bin.

Q)

: Sorts your files and folders by name,
date, size, or other criteria.

Date modified

More >
- Ascending

Descending

Select the icon to see Groupby >
the warning message
displayed in the activity

center.

File and Folder Icons : Switches between different view

Indicates the file or folder is shared with other modes such as list, grid, or compact views.

people.

Indicates that the file is only available online.
Online-only files do not take up space on your
computer.

When you open an online-only file, it downloads
to your device and you can open the file anytime,
without Internet access.

If you need more space, you can change the file
back to online only. Right-click the file and select

 Undo

P Compress to ZIP file

57 Add to Favorites

: Provides access to a variety of
additional actions and settings within OneDrive.

[ Copy path

58 Select al

S Select none

Files that you mark as

have the green circle with the white check mark.
These files are always available files download to
your device and take up space, but they are
always there for you even when you are offline.

nvert selection

el
/* Properties

#3 Options

OneDirive displays a padlock icon next to the sync
status if the file or folder has settings which
prevent it from syncing.

J
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Right-Click Menu

The Right-click menu in OneDrive provides a quick way to access
many file and folder actions directly from the OneDrive interface
(both on the desktop and on the web).

Common Actions Available:

Right-click on File e  Share: Share the selected file or folder
X @ ® ® w with others, set permissions, or
Er o generate a sharing link.

e  Pinto Quick Access: Pin frequently
used files or folders for easy access.

& Sshare
7 Add to Favorites

£D Compress to.

e  Copy Link: Generate a link to the file
or folder for sharing via email, chat, or
other platforms.

@ Copy s path Cuteshit-c
@ New
& Properties At Ertar

5 Always keep on this device

PR e Move to / Copy to: Move or copy the
P selected item to another location

o sk copio P within OneDrive.

B Editin Notepad View online .

e —— e Delete: Remove the file or folder

(moves it to the Recycle Bin).

e  Rename: Change the name of the file
or folder.

Right-click on Folder

] o) ®

i e  Manage Access: View and adjust who

@ oo kinswciad has access to the file or folder and
change or revoke permissions.

@ Open in new window
Share

Pin to Quick access °

Version History: View and restore
previous versions of the file.

D Compress to.
g e Folder Color: (For folders) Assign a
color to help organize and visually

distinguish folders.

/* Properties
3 Always keep on this device
& Free up space

@ OneDrive

B oropbox L]

Copy Lk

More Actions: Access additional
options, such as downloading,
automating with Power Automate, or
viewing details.

Pin to Quick Access

Pinning a file or folder to Quick Access in OneDrive allows users
to quickly access frequently used files and folders.

B Open in Terminal Manage acces:

view online

&2 Show more options
varsian bisory

1. Right-click on the folder to open the context menu.

2.  From the menu, click the Pin to Quick Access option.

5 S Quick access

Attachments

[ -4 - m3es

Coblot Aqoss M365 Aoos = pictues

Microsot Copilot Chat Files

Files and folders in Quick Access display a pin icon next to the file
name, signifying that they are pinned for easy access.

Create New Folders on OneDrive

Folder colors in OneDrive are a visual tool that allows users to
categorize and organize their files more efficiently.

1. From the ribbon, click the + New button.

2. From the menu, select Folder.

3. Enter afilename and select a color for your folder.
4. Click Create and the folder will be created instantly.

Create New Files on OneDrive \

1. From the ribbon, click the + New button.

2. Select the type of file to create.

3. Name your file, and it will be saved directly to your
OneDrive, automatically syncing to the cloud so you can
access it from any device.

@ New T Sort = View

G O Neme

'ACM Resources
2 Shorteut
Copilot
o Microsoft Access Database
Job Aids.
@ Microsoft Word Document
Learning Track
] Microsoft Access Database
Link
B Microsoft PowerPoint Presentation e
& Microsoft Publisher Document
0365 Ramp
Office365
Text Document
Quick Start Guides
B8] Microsoft Excel Worksheet g Language ASL Trsining
B Compressed (zfzped) Folder @) Course Spreadsheet_11.27.23.dsc

Sharing Files on OneDrive

Sharing files from OneDrive is not only convenient but also
enhances collaboration, increases productivity, and ensures the
security of your data.

e Sharing a file involves granting specific permissions to
other users to access and potentially modify the file.

e  When you share a file, you can control who can view,
edit, or comment on the document.

1. Right-click on the file and click Share from the menu.
a. Select the Share icon on the ribbon.
b. Select the Share icon on the menu.

ProfServ > &% © @ = uj
Cut Copy Share

< O @] @ OneDrive >

o[]o o=

Rename Delete

/
@ New ~ % © Enter

@ Open

> Meetings O Name 8o Open with >
> 7 Microsoft Copilot Chat Files @] M365 Teams Overview

> 7 Microsoft Teams Chat Files B M365 Teams Training.pp! 77 Add to Favorites

> 7 Notebooks ) Mass_M365_Teams Over 3 Compress to.. >
> OutSource Project Copy as path Ctrl+Shift+C
> PR Pictures ® New >
> Prof Serv ‘ /2 Properties Alt+Enter

2. Add the name, group or email of the member to share the
file with.

3. Enter a message, if necessary.

@ Share "M365 Teams Training.pptx x
Can edit

Share "M365 Teams ..aining pptx" Waks: any

Can review
Suggest changes

S (MR Michell Ruff X
., Canview

M) Jennifer Helgeson X :

W) Arizzona Albright X

Can't download
a0 vigw_but not download

@) Please review and submit your commenty

ecp -

4. Click Edit to change the sharing permissions.
5. Click Send.

The recipient receives an email with a link to the document you
shared.

>

N

—/
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Copy a Link to a File on OneDrive

Copying a link in OneDrive generates a shareable link that can be
sent via email, chat, or other communication methods.

Option 1: Copying a Link to a File on OneDrive

1. Right-click on the file and click Share from the menu.
a. Select the Share icon on the ribbon.
b. Select the Share icon on the menu.

& T~ C @ OneDrive > ProfServ > & © @ ® ]
cut Copy  Rename || Share  [iDelete

@ New - % © @ w N Sor @ Open Enter
Meetings O Name Open with >
Microsoft Copilot Chat Files @] M365 Teams Overview

> Microsoft Teams Chat Files B M365 Teams Training.pp! v Add to Favorites :

> 7 Notebooks @) Mass_M365_Teams Over 3 Compress to... >

> 7 OutSource Project Copy as path Ctrl+Shift+C

> PR Pictures @ New

> Prof Serv /2 Properties Alt+Enter

> Recordings o

2. Add the name, group or email of the member to share the
file with.

3. Enter a message, if necessary.

@ share "M365 Team:

ining ppt’ x

o Conedit
Share "M365 Teams ._.aining.pptx” - @ Make any hanges

& Can review
= Suggest changes

oy . Can view
z Bt mak

& (MR Michell Ruft X

JH) Jennifer Helgeson X

M) Arizona Albright X

yy Can't download
Can view, but not do

wnioad

@ Please review and submit your comments|

@ Copylink | B> send

4. Click Edit to change the sharing permissions.
5. Click Copy Link.
Copied links do not automatically notify users.

>

Option 2: Copying a Link to a File on OneDrive
1. Right-click on the file and click OneDrive from the menu.

kS © &) ®2 oo

cut Copy  Remame  Share  Delete

i Open Enter
™ Fo Openwith

& Share

¥ Add to Favorites

9 Compress to

@J Copy as path Ctrl+Shift+
® New

2 Properties

Alts Enter

@ Always keep on this device

L ce
@ OneDrive | T — N

) Convert to Adobe PDF

& Share

Copy Link

Manage access
T Ask Copilot View online

B Editin Notepad Version history

£ Show mare options |

2. Select Copy Link from the sub-menu.

N

Share or Copy a Link from an Opened File \

Sharing or copying a link from an open file allows multiple users to
work on the document simultaneously. Changes made by any
collaborator are visible in real time, reducing the need for multiple
versions of the same file and ensuring everyone is working on the
latest version.

1. Open the file you want to share from OneDrive.

2. Click on the Share button, typically found in the upper
right corner of the toolbar.

Application Symbol

Word
Excel
PowerPoint

3. Select Share or Copy Link to copy the link to your
clipboard from the menu.

® share

© CopyLink

# Manage Access

4. The sharing dialog box displays, allowing you to enter the
email addresses of the people you wish to share the file
with or copy a link to and specify the permissions.

Share "M365 Teams ...aining.pptx” - @
S (R Michell Ruff X
Vs
Add more
@ Please review and edit
L]
i - [ o copyine [&]

5. Add a personal message to provide context or
instructions for the recipients and set the permissions.

6. Click Send or Copy link.

Changes made by any collaborator are visible in real time, reducing
the need for multiple versions of the same file and ensuring
everyone is working on the latest version.

Presence Indicators

Presence indicators show who has the file open and where in the
file they are working.

e  Presence indicators are small visual cues—such as colored
dots or icons—displayed next to a file to show when
someone else is currently viewing or editing it.

e These visual cues update in real time as people join or leave
the document, helping you stay aware of who is present
and reducing the risk of overlapping edits.

o] i '\

(@ [ conmens| 5o =] [0 S—

Next to the document’s name at  Dots within the document
the top, you might see small indicate where and what the
colored circles or avatars, each collaborator is doing.

representing a person who is e  Ablue dot by [Name]
currently viewing or editing the means the person is
file. viewing the document.

e A green dot by [Name]
means the person is
editing the document.

J

—/
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Stop Sharing with Manage Access Remove a Link to a File with Manage Access

If you are the file owner, the Manage Access option allows users Removing a link to file in OneDrive ensures that anyone with the
to view the list of people who have access to a shared document link is no longer able to view or edit the file.
and to change permissions or revoke access at any time. 1. Navigate to the file or folder on OneDrive, right-click on
e If someone has been given direct access, or has access the file, select OneDrive from the menu and then select
through a specific people link, you can also change the Manage access from the sub-menu.
sharing permissions between view and edit.
e Manage Access helps you track who has access to your kil I B R I L e
files and adjust as needed to ensure proper collaboration P 2 W NS g open
and security. % Openwith . Dete modifed
i i H p @ Share 11/4/2024 1:5}
1. Navigate to the file or folder on OneDrive. R
@5 M365 Teams Training.{| 7 Add to Favorites 11/4/2024 3:0
Right-click on the file and select OneDrive from the BT Nass MsE5tearms 0 ) Compress to.. 5 T1ar2024 159
menu and then select Manage access from the sub-menu. Copy as path Cueshitec
® New >
rive > v Profsev % © @ 2 W > Teams & Properties Alt+Enter
Cut Copy  Rename  Share  Delete
P B8 W NS g open Enter 3 Always keep on this device
() Name 86 Open with > Date modified &S Free up space
Add to Favorites 11/4/2024 3:0¢ )
oo+ # Convert to Adobe P:\ e
Compress to.. > 4/2024 15 |
@ New s B Editin Notepad Viswlorline
&? Properties Alt+Enter Version history

62 Show more options

&3 Always keep on this device

& Free up space

) Convert to Adobe PDF

2. The Manage Access dialog box displays a list of people
| who have access to the file or folder, along with their

D Ask Copit 39, , permission levels (e.g., view or edit).

E  Editin Notepad tew online

& Show more ptions Verson istory 3. Click the Filter by dropdown arrow and select Links.
@ Share "M365 Teams Training.pptx" X

3. The Manage Access dialog box displays a list of people
who have access to the file or folder, along with their

eV . - Manage Access &
permission levels (e.g., view or edit).
@ M365 Teams Training.pptx O Internal \ General Purpose
Manage Access 8 ® Share © Stop sharing
i H Y L,
e Links « 1 ~ |

[https://insighton\inefmy.sharepoint.co... Copy ‘@I W I

People you specify can edit

4. Select the person whose access you want to change or This link works for ~
remove and click the Direct Access dropdown.

L. . . JH Jennifer Helgeson %
5. Choose the permission setting you want to change (edit, Solutions Architect
view download) or choose No direct access to stop
. . . MR Michell Ruff %
sharing the file and click Apply. Architect Sr
Wybl:d :5 h AA Arizzona Albright %
(Grant access is not available because this person can alreadly Business Analyst Il
MR Michell Ruff can edit ) _
4. Click the Trash can to remove all links or select the
i names of the links you want to remove and click the X to
Ways this person has access . Zdw‘“‘”" remove all links.
oivect Access: can edit I_I 5. A confirmation message displays to remove all links or to

remove the link for the person selected.

6. A confirmation message displays.

Delete link? x Want to remove Ruff, Michell's X

The link will nat work far anyone anymare access?

Want to remove Michell Ruff's X
direct access?

group or link. Remove
I Cancel
‘ cancel ‘

‘ Cancel |

6. To confirm, click Remove.
7. To confirm, click Remove.

\_ @ Y,
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Manage Access from an Open File

The Manage Access option is accessible from an open file.

1. Open the document, spreadsheet or presentation you
intend to share, click on the Share button, typically found
in the upper right corner of the toolbar.

Word © Copy Link
Excel & Manage Access
PowerPoint
2. Select Manage Access from the menu.
3. The Manage Access dialog box displays a list of people

who have access to the file or folder, along with their
permission levels.

@ Share "traditional-template-Excel-Copilot DRAFT A.pptx"

Manage Access

@ traditional-t.. DRAFT A pptx

® Share @ Stop sharing

People - 4 Links « 1

[ https://spltybrd-my.sharepoint.com/:p:/...

People you specify can view

Groups

& W

Copy

This link works for ~

RM Ruff, Michell %

Senior Training Consultant

Version History from OneDrive

Version history allows users to track and manage changes made to
their files over time. Users can view previous versions of a file,
restore it to a particular version, and understand the evolution of
their documents.

1. Navigate to the file or folder, right-click on the file and
select Version history from the OneDrive sub-menu

fevrive > Michele - insi ¢ @D | B | B ) osooais @ Version history * M365_Outlook OneNote Ov... X
Copy  Remome  Shae  Delete

Version history
_M365_Outlook_OneNo...erview_Job Aid.docx

@ Open

B0 1365 Outook

ED Compress to

Openwith
Share. "
Add to Favorites . 7/9/202504:01PM
= some

Modified by Michele Medgaus
@ Copyaspath cutsshis
7/9/2025 03:54 PM
42MB
Modified by Michele

@ New

& Properties At

G Always keep on this device More options

O Feeupspace 7/9/2025 03:44 PM

@ Oneniive A @ share 43 MB HN
) Convert to Adobe PDF Copy Link Restore

O Ask Copilot Manage access

B ditin Notepad View online View online

2 Show more options. Delete

2. Apane opens displaying all versions of the file, including
the date and time of each version and the person who the
made changes.

3. Click the More options (ellipses) next to the Version and

select the option from the sub-menu.
e Restore: Overwrite the current version with the
selected version.
Open File: Open the document.
e Delete: Remove the selected version.

Version History from an Opened File \

You can also access the history version directly from an opened
file on OneDrive. This convenient feature allows users to review
and restore previous versions without closing the document.

It is important to note that you can only access Version History
from within the online version of the file.

Open the file in Word, Excel or PowerPoint online.
1. Click on the drop-down adjacent to the title.
2.
3. The Version History panel displays on the right.

Select Version History from the display.

neDrive_Job Aid_Summary () No Label « Last Modified: Jlt now v Version History voX

showests @I ootoeds (<[>
File name
J
(©neDrive Job Aid_Summary doct) D Today, October 13, 2025
Location Z':‘;‘ | &P Modified by: Medgaus, Michele 12410 M
[ Onedrive L October 06, 2025
OneDrive - ST Shared S LLC » M365 !
nene e services rage,| E@ Renamed by: Medgaus, Michele 10:04 AM
i Modified by: Medgaus, Michele
Sensitivity ' TR

| @ No Label v 4/ Modified by: Medgaus, Michele 957 AM

Apply a sensitvity label to help your organization stay

secure. & Modified by: Medgaus, Michele 9:47 AM

Leamn more

&/ Modified by: Medgaus, Michele 9:29 AM

0 Version History

& Modified by: Medgaus, Michele 9:12 AM

4. Turn on Show edits and select the version to review the
revisions.

@ VeRsIoN: 10/6/2025 947 AM | Restore

Today, October 13,2025

7 Modfied by Modgaus, Micholo  1220M
Medgaus, Michele
Formatted: Font. 14 pt

P Modiind by: edgaus Mihde 12107

October 06, 2025

5 Renamed by Medgaus, Wil

e 1004 AM
Modfied by: Medgaus. Michde

ndicate il sync status.

Sharing & Collaboration

947 M|

and mafy documents.

i Internet

Accessing OneDrive on the Web

Microsoft 365 for the web lets you view and edit documents
stored in your OneDrive directly from your web browser.

e  Microsoft 365 for the web gives you the full functionality
of editing without having to start up an Office program.

e Update and share files from any device that’s connected
to the Web.

e  Work on Office documents with others at the same time.

e Everything you do in OneDrive on the web is reflected in
OneDirive for the Desktop.

1. Type myaccount.Microsoft.com into your internet
browser, M365 opens.

From the Navigation Pane select the App Launcher (nine
dots) and then select OneDrive.

Security info

2

Change password

Q

Settings & Privacy

Devices

=

Organizations My sign-ins

e

J

(
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Your OneDrive displays. The For you section in OneDrive
Web is a personalized feed that appears on your
OneDrive homepage. It highlights content Microsoft
considers most relevant to you.

*

Suggested files: Based on your recent activity and
collaborations.

Recent files or activity: Documents you or your
colleagues have recently modified.

Shared files and recommendations: Iltems shared with you
or recommended for collaboration.

Photo memories or personal content: Especially if your
OneDirive is connected to your photo library.

This section is designed to help you quickly access files and

memories that may be important or interesting, streamlining your

workflow and encouraging collaboration.

OneDrive Web Menus
OneDrive on the web has menu items to assist you in navigation.

The Left Menu
OneDrive . .
e Home: Displays all files.
e My files: Displays your files.
M Home

17 Favorites

e Shared: View and sort files with
date shared, activity, or who

ared they are shared with.

e Favorites: Displays files that

T Recycle bin .
you have made a favorite.

Browse files by
5 maonks e Recycle bin: Displays files you
S— have deleted. By default, files
ey stay in the Recycle Bin until you
@ Media manually empty it, or the bin
e reaches its storage limit.
@ it TS0 eSS e Browse files by: Allows you to

OC Committee Hub - Me view files grouped by People or
@ Meetings.
@ int_ITSD_IFSS - Field Supp . .

e Quick access: Gives you access

B it ITSD_IFSS - Administra to files contained in other areas
B i A0C_Collab-A such as a Team or channel.

More places..

The Top Menu

When a file is selected the menu displays:

& open v

B s © copjlink @ Coviot v [ Delste 1Y Favorite v Downloed [g Moweto (0 Copyto T Rename @ Openir OneDrivz Fsotv | X 1seettec

e  Open: Open allows you to access and view the
selected file.

o Openin Browser: Opens the file in a web-based
viewer or editor (such as Word Online, Excel
Online, or PowerPoint Online).

o Openin App: If you have the corresponding
desktop application installed, this opens the file in
that app (such as Microsoft Word or Excel).

o Openinlmmersive Reader: Once opened, you
can click Play to hear the text read aloud or adjust
the settings to suit your reading preferences.

e  Share: Allows you to share files directly from.
OneDirive. Files are private until shared.

e  Copy Link: Get a link to the selected file to insert in an
IM, email, or site.

e Copilot: Opens Copilot and provides options to

Summarize, Create an FAQ, or Ask a question to open

Copilot Chat.

B su
Create an FAQ

@ Create an audio overview

(% Ask a question

e  Sort: Allows you to sort files and folders.

e  View: Allows you to change the list to a list, compact or
tile view.

e Details: Gives you information on the file or folder
activity and who has access.

e ...(More Commands): This menu provides access to
additional actions that go beyond the basic toolbar
options.

W Delete

v¥ Favorite

Add shortcut >
L Download

Make available offline

€8 Move to

© Copyto

ED Rename

&3 Automate >

) Version history

Delete: Moves the file to the Recycle bin.

Favorite: Allows you to quickly mark files or folders as
important.

Add Shortcut: OneDrive creates a direct link to that item
within your own OneDrive account.

Download: Allows you to download a copy of the file.
Make available offline: OneDrive downloads the file(s) to
your device's local storage.

Move to: Move to allows you to relocate the selected file to
another folder within your OneDrive.

Copy to: Creates a duplicate of the file in a location of your
choice.

Rename: You can change the file's name.

Automate: Allows you to automate a flow using Power
Automate.

Version history: Version history gives access to previous
versions of the file.
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OneDrive Web Settings

Most settings are available for adjustment in your OneDrive on
your Desktop. In OneDrive on the web, you can adjust notification
settings.

1. Click the Gear icon and select OneDrive settings.

Settings X

The Settings page displays

Sync this OneDrive

Themes

Language and time zone

TELITL

Change your language >

Dark Mode

Toggle on or off any email notifications

Password

Change your password >

Contact preferences

Update contact

Add or Upload Files and Folders to OneDrive on the Web

Uploading and adding files or folders to OneDrive on the Web is a
simple yet powerful way to safeguard your data and enhance your
workflow. You can upload multiple files and folders simultaneously
by selecting them in your file picker or dragging them into
OneDrive’s web window.

Add a New Folder on OneDrive Web

1. To add a new folder, click the + Create or upload icon.

=+ Create or upload

Michele Medgaus

(A Home

| & My files
&8 Shared
7 Favorites

'@]’ Recycle bin

2. Select the Folder icon from the menu.

_ Folder

&) Files upload

Pg Folder upload

@ Word document

Excel workbook

@< PowerPoint presentation
@} OneNote notebook
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@ Link

3.
organize your digital workspace.

Name the new folder and select a folder color to help
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Create a New File on OneDrive Web

1.

=+ Create or upload

2. Select the type of file you want to create.

_ Folder

&) Files upload

£@ Folder upload

@) Word document
Excel workbook

B PowerPoint presentation

@} OneNote notebook
Forms survey
B¢ Visio drawing

& Link

3.

4. Click Create. The new folder displays in your list My Files
and displays in your OneDrive folders on your Desktop.

Select the folder, click the + Create or upload icon.

When the file opens, click the Document Save drop-
down arrow at the top left and name the file.
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| & Ia Presetation O @~ I |
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4. The file is automatically saved in the designated folder.
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(- Upload Files and Folders to OneDrive Web

Uploading a file or folder to OneDrive on the web allows you to
securely back up your documents, access them from any device
with an internet connection and easily share and collaborate in
real time.

1. Select the folder, click the + Create or upload icon.
2. Click Files Upload or Folder Upload.

Folder

&) Files upload

i) Folder upload

3. Locate and select the file or folder you wish to upload,
then click Open for a file or Upload for a folder.
e  When the upload is complete, a notification displays,
and the file is listed in the folder.

Files:

° Uploaded 2 items to My files

e  The folder and all its files will be uploaded to
OneDrive. You will receive a caution before you
upload.

Follders:

° Uploaded MNK_FAQ_v3 7.2225.docx to

More Actions Menus on OneDrive Web

The More Actions option (ellipses), adjacent to the file name.
Clicking this icon reveals the extended context menu, which
contains a variety of actions beyond the most obvious ones.

More Actions from a Folder More Actions from a File

| 1. Copilot

B¢ one slide.pptx I @

@ Share @ Open

@ Copylink o3 preview

@ shae
& Manage access @ sh

@ Copy link

] Delet
@ Delete @ copiot

7 Favorite & Manage access

Download -
L Downloa W peete

D Rename 7 Favorite

8 Moveto Add shortcut

@O Copyto L Download

&) Folder color > €D Rename

5 Move to
Make available offline &

© copyto

BF Automate > & Make available offline

You can also access the More Options menu by right-clicking on
the file or folder.

e  Share: Share the selected file or folder with others, set
permissions, or generate a sharing link.

e  Copy Link: Generate a link to the file or folder for sharing
via email, chat, or other platforms.

e Move to / Copy to: Move or copy the selected item to
another location within OneDrive.

e Delete: Remove the file or folder (moves it to the Recycle
Bin).

e Rename: Change the name of the file or folder.

e Manage Access: View and adjust who has access to the
file or folder and change or revoke permissions.

e Version History: View and restore previous versions of
the file.

e Folder Color: (For folders) Assign a color to help organize
and visually distinguish folders.

e  Make available offline: Lets you select files or folders
that you want to access even when you don't have an
internet connection.

File and Folder Favorites on OneDrive Web \

Favorites help you organize your OneDrive workspace and
streamline your workflow by keeping your most-used content just
a click away.

Create a Favorite
1. Locate the file or folder you want to mark as a favorite

2. Click on the More Options (ellipses) or right-click on the
file or folder and select Favorite from the menu.

Or click on the Star to the right
of the file or folder.

@ Share

& Copy link

& Manage access

R o3 B ¢

W Delete

Ye Favorite

View Favorites

In OneDrive on the web, files that you have marked as Favorite are
easy to locate through a dedicated section. In the left-hand
navigation pane, select the Favorites option

View Shared Files or Folders on OneDrive Web

The Shared option located in the left navigation pane provides
users with quick access to files and folders that have been shared
with them by others, as well as content they have shared with
others. In the left-hand navigation pane, select the Shared option

“““““““““““

The top menu allows you to filter the shared files by:

e  Files shared With you: displays files and folders that
others have been shared with you, including the date
shared, who it was shared by, and the activity.

e  Files shared By you: lists the files and folders you have
shared with others.

e Files of a specific Type: lists all files by type (Word, Excel,
PowerPoint, PDF, etc.) including the date shared, who it
was shared by, and the activity.

Closing Files and Folders on OneDrive Web

When you open a file on OneDrive Web—such as a Word
document, Excel spreadsheet, PowerPoint presentation, or PDF—it
displays in your browser.

X @ MNK-Endo_Copilot_Por i3 OneDrivexisx

@ MNKM365 Outlook I @ Tips When Using Copila

@ My files - OneDrive

e Each file opened from OneDrive Web appears in a new
browser tab or window.

e To close the file, simply close the browser tab or window
where the file is open.

e If you have several files open in different tabs, repeat the
process for each tab to close all files.

e Always ensure your changes are saved before closing the
file, especially when working on documents.

e You may receive a prompt if there are unsaved changes
before closing the tab or window.

e  Mobile Devices: On mobile browsers, use the browser’s
tab management features to close files, or use the “Back”
button to exit the file view.

e  Your browser remains open for other work.
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