Using One Drive File Storage Online

Accessing OneDrive

1. Log In to Office 365 using the file Office 365 Access

2. Do ONE of the following ways to enter OneDrive

o [
Way

Another
Wy )

On the main Office 365 page, click the OneDrive icon
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FILE HOME INSERT PAGE LAYOUT

Then click the OneDrive

icon.

The OneDrive Window Now Appears
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Using One Drive File Storage Online

1. In One Drive, click on Documents s==p
in the Navigation Pane

Opening a file you previously saved.

B https:

//clsd-my.sharepoint.com/personal/cwd_students_clsd_net/D O ~ & ¢ | (] Office365

B> OneDrive for Business

BROWSE

£ searcn Onenrive

File Edit View Favorites Tools Help

Office 365 OneDrive

OneDrive @ Comwall-Lebanon School District

Documents

Documents
Recent

Shared with me
Followed

Site folders

Recycle bin

v Groups

Welcome to OneDrive @ Cornwall-Lebanon School District, the place to store, sync, and share your work. Docun

@new 2 upload & sync

2. Single click the file you wish to open.
(The file opens with one click.)

v O e
Shared with Everyone ==« March 30, 2014

B Document % == 3 minutes ago
*’H ==+ 10 minutes ago
B5 Science Fair Project Done Online % ==+ 15 minutes ago

3. The file opens, but NO Ribbons appear to let you work on the file.
Click the “Edit Dogument” link to fix this.

Sharing
2% Shared

8 Onlyyou
8 Onlyyou

8 Onlyyou

03 Kindergarten
03 Kindergarten
03 Kindergarten

03 Kindergarten

) Y=,

B S ) hitp/cizc-roy.sharepoint.com) perzonal/cwa_students_cizd net/ 1: NN C [ ] Crimson Maple Tree Charac... * | ] Montiments and Landmarks:

File Edit View Favorites Tools Help
Word Online

03 Kindergarten

S — # Edit Document - &3 pr

Use and Management

It is well-adapted to street tree use but due to its bold leaf color may produce an overpowering
negative effect F planted along an entire street. It is probably best used as a shade tree or

Editin Word
L

Crimson Maple

your browser.

Editin Word Online
K5 Make quick changes right here in

the full functionality of Microsoft
o

specimen or in a group tree planting to add accent to an area. Many types of birds are kaown to
use the seeds as a food source, soif might be best located away from an area with park benches.

The tree s easily transplanted, grows quickly and is adapted to a wide variety of scils (including
slightly alkaline) and can tolerate shade, drought, and coastal conditions. It can naturalize if
Iocated close to open areas. Sensitive to poorly-drained soil, the tree responds well when planted

4. Then click the “Edit in Word ONLINE” link. ]

5. Now the Riblbons in Word appear so you can edit the file.

03 Kindergarten

Word Online 03 Kindergarten Crimson Maple Tree Characteristics & Share 03 Kindergarten
aklm, -
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Use and Management

It is well-adapted to street tree use but due to its bold leaf color may produce an overpowering.

negative effect if planted along an entire strect. It is probably best used as a shade tree or

specimen or in a group tree planting to add accent to an arca. Many types of birds are known to
use the seeds as a food source, so it might be best located away from an area with park benches.
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Using One Drive File Storage Online
Uploading a File to One Drive

Documents

ocument

sync

1. Click the Upload link.

2. Navigate to the file
on your compulter.

|4 »
| os = ®
| Wester Digal O Tools
Cell Phone Elighten 700
- kb snotcs
B Ocittop . .
. 1HE. m— o
— 5 TEE CHAIR DUTIES
Documens Ve Text
= P Wi ) Cimon Mape Tree Charceisics
B videos Wi 4] pcosct e
@ Homegroup
2 ke L@ ooty e
Fle e Crrmson Maple Tree Chracerstic - [Mpecs -
ﬁ' Open | [ Concel

4. Click the Open button.

@new 2 upload & sync

5. The file now appe.QinOne Drive.

6. Click the file to open it. -~

My 1st Folder in One Drive

Shared with Evervons

Yesterday at 6:19PM @ Only you 03 Kindergarten

March 302014 .2- Shared 03 Kindergarten

5| Crimson Maple Tree Characteristics % ws  Yesterday at 6:24 PM @ Only you 03 Kindergarten
@] Monuments and Landmarks 3 .- Yesterday at 544 PM @ Only you 03 Kindergarten
@5 Pennsylvania My State ¢ «» Yesterday at 5:32PM @ Only you 03 Kindergarten
B Science Fair Project Done Online # s Yesterday at5:27PM @ Only you 03 Kindergarten

7. The file now opens in Word

sharepoint.com

/1 © ~ @ C | [ Crimson Maple Tree Charac...

File Edit View Favorites Tools Help

Word Online

03 Kindergarten
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Crimson Maple Tree Characteristics

Crimson Maple

Use and Management

Tt is well-adapted to street tree use but due to its bold leaf color may produce an overpowering,
negative effect i planted along an entire street. It is probably bestused as a shade tree or
specimen of in a group tree planting to add accent to an area. Many types of birds are known to
use the seeds as a food source, so it might be best located away from an area with park benches.

The tree is easily transplanted, grows quickly and is adapted to a wide variety of soils (inchiding
shightly afkcaline) and can tolerate shade, drought, and coastal conditions. It can naturalize i
focated close to open areas. Sensitive to poorty-drained soil, the tree responds well when planted
in a mound with about one-third of the root ball above the existing soil grade. 'Crimson King' is
reportedly more difficult to transplant than the species but is considered an urban tough tree due
to its adaptability. Trunks can crack on the southern and western sides during the winter. Roots
can heave sidewalks so locate at least four to six fect away.
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Using One Drive File Storage Online

8. Click the Edit Document button to edit the file

y.sharepoint.com/personal/cw3_students_c| /1 © ~ & & | @] Crimson Maple Tree Charac.

File Edit View Favorites Tools Help

Word Online
| L — =
03 Kindergarten Crimson Maple Tree Characteristics / EditDocument= R print & share W@ Comments e [
Editin Word
Use the full functionality of Microsoft a
Crimson Maple F‘ Edit in Word Online
K5 Make quick changes right here in
your browser.

Use and Management

Tt is well-adapted to street tree use but due to its bold leaf color may produce an overpowering,
negative effect i planted along an entire street. It is probably bestused as a shade tree or
specimen of in a group tree planting to add accent to an area. Many types of birds are known to
use the seeds as afood source, so it might be best located away from an area with park benches.

The tree is easily transplanted, grows quickly and is adapted to a wide variety of soils (inchiding
slightly alkaline) and can tolerate shade, drought, and coastal conditions. It can naturalize i
located close to open areas. Sensitive to poorly-drained soil, the tree responds well when planted
in amound with about one-third of the root ball above the existing soil grade. "Crimson King' is
reportedly more difficult to transplant than the species but is considered an urban tough tree due
toits adaptability. Trunks can crack on the southemn and western sides during the winter. Roots
can heave sidewalks so locate at least four to six feet away.

See the species for alist of other culivars of the specics. *Crimson King' may be more
susceptible to pests than the specics.

9. Choose the Edit in Word Onling liNk.  se——
(You may also click Edit in Word but you must have Word installed on your device.

10. Now you can start typing and editing your file!

HAVE FUN!
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Using One Drive File Storage Online

Downloading a File from OneDrive to your device at home or school.

e Juo wncuive

E BRARY

OneDrive for Business

Documents

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documen

1. Click to the left of the file to insert
a checkmark here to select the file.

@new Aupload Esync Ledit  F manage

v O Name Modified Sharing odified B
My 15t Folder in One Drive we March30 & Onlyyou [ 03 Kindergarten
o Shared with Everyone o March30,2014 3% Shared 03 Kindergarten
@y Book we April1 @ Onlyyou [ 03 Kindergarten
Crimson Maple Tree Characteristics ~ «-. March 30 & Onlyyou [ 03 Kindergarten
Monuments and Landmarks « March 30 @ Onlyyou 03 Kindergarten
W pennsylvania My State we March30 @ Onlyyou [ 03 Kindergarten

Documents

Welcome to OneDrive @ Comwral-Lebsanon School District, the place to store

@new 2 upload 2 sync 2 edit I # manag Ia share

your work. Documents ara £

2. Click the Manage link

v Groups

3. Click on Download a Copy

4. Click the “down arrow” and choose Save As. J

Save
Save as
Do you want to save Crimson Maple Tree Characteristics.docx (17.9 KB) from clsd-my.sharepoint.com? | ! Save | v | Save and open

4 Save As

B Desktop » ~ | 43 [ll Search Desktop P

5. Navigate to the Folder Organize v New e = @

- . * MName
where you want to save the file. mpp | < rooe ]
P Deskiop £ [ Libraries =
& Downloads +, Homegroup
%] Recent Places B Milke
1% Computer
4 [l Desktop € Network
4 Libraries CW Lab Website on Journaling Pages
> [5] Documents Desktop on XP March 2010
> @ Music . Libronix DLS -
> =] Pictures S m J '
d' h b f y H h —— » File pame:  Crimson Maple Tree Characteristics -
6' E It the ﬁle s hame | Ou wisn. Save a< type: [ Microsoft Word Document -

7. Click the Save button. T
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Using One Drive File Storage Online

Sharing A File With Other Users.

Office 365

OneDrive

o Q. QneDrive for Business
— Documents
1. Click to the left of the file to insert B @ T : ‘ d ,dt h f
. v new 2 uploa Ssync £ edi manag
a checkmark and select the file,  — . - :

& onlyyou

& onlyyou

2. Click the Share link

3. Type the usernwf the person with whom you wish to share the file.
\ Share 'Crimson Maple Tree Characteristics' x

4. A list of users now appears.
Click the user you want=—

5. Click the Down Arrow’tgallow the person to either Edit or only View your file.

e Can Edit
e Can View

Share 'Crimson Maple Tree Characteristics' *

a o

6. Click the Sh'are button to share the file.

Page | 6 Created by Mr. Sobol at Cornwall 4/9/2015




Using One Drive File Storage Online

Viewing the Files others Shared with you

1. Click Shared With Me

LSBEN B> s/ /clsd-my sharepoint.com/personal/cnd_students_cisd_net/Docu 2 + & | B OneDrive for Business

File Edit View Favorites Tools Help

Office 365

[ Monuments and Landmarks

OneDrive

OneDrive @ Comnwall-Lebanon School District

Documents

‘Welcome to OneDrive @ Comwall-Lebanon School District, the place to store, sync, and share your work. Documents are private until shared. Lez

in the navigation pane

2. Now you can see all the files
other people shared with you.

@new Aupload @sync #Ledit # manage O share
v DO e

Shared with Everyone
v Groups

+« March 30, 2014 ared 03 Kindergarten

5 Crimson Maple Tree Characteristics % = 3minutesago &% Mike Sobol | 03 Kindergarten

5 Monuments and Landmarks # +- 15minutesago @ Onlyyou 03 Kindergarten

5 Pennsylvania My State # «- 27 minutesago @ 03 Kindergarten

| Science Fair Project Done Online % - 33minutesago @ Only yc 03 Kindergarten

# Office 365 OneDrive

BROWSE

OneDrive @ Cormwall-Lebanon School District

Shared with me

i Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are priv
Shared with me

Followed

Site folders 0

Recycle bin - \
== CW 2 First Saved Word Doc Online

>

Vv Groups +

Yesterday at 4:40 PM 02 Kindergarten

3. To return to just the files you created, click Documents in the navigation pane.

OneDrive

Documents <

CneDrive @ Cornwall-Lebanon Schoal Distrig)

Shared with me

Recent

Shared with me
Followed

Site folders

Recycle bin

¥ Groups
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Using One Drive File Storage Online

1. Click the New link .o

Creating a new File or Folder inside of One Drive

all-Lebanon School District, the place to store, sync, and share your work. Documents are private until shared, Lez

sync  #edit #manage < share

v Groups

2. Click either an Office program

or

| |8 8 & 8 o

click New Folder.

name for the folder here.

3. If you chose to make a new folder, type a

Create a folder

Name *
I

&% INVITE PEOPLE

Create Cancel
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Create a folder X
| My 1t Folder in One Drivel ®
4. Then click the button named Create. N I
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