OneDrive for Business
User Guide

Contents
ONEDIIVE TOI BUSINESS .....iiiiieiee ettt ettt 1
USEI GUIE ..ottt 1
COMEENTS ittt ettt bt et e e e bt e ab e e e tb e ettt e b e e e abeeeetbeeetaee e 1
2. OneDrive for Business and OffiCe365.........uoiviiiiiiiioeee e 2
Lo al[a T 1o F OSSPSR PP PSPPSRI 2
A HEID ettt a et h ettt ettt 3
D ONEDIIVE ..ottt et et e et b et e e b e e e et 3
5.1 Create, Upload, Sync and Preview DOCUMENTS ..ot 4
5.2 AAVANCEA OPTIONS ...ttt ettt ettt ettt 4
5.3 Edit @ DocUMENT ONIINE ...viiiiiiiiiiicei ettt 5
5.4 SNare @ DOCUMENT ....iiiiiiii ettt ettt ettt ettt 6
5.5 Get a Link to Share @ DOCUMENT......c..ooiiiiiic e 7
5.6 SNAIE @ TOIAET ..o 7
5.7 Quickly Share a Document With EVEIYONE ........ccoiiiiiiiice e 8
5.8 View Documents which have been Shared With YOU..........ccooiiiiiiiiiiii e 8
5.9 Sync OneDrive Files to your COMPULET ... ..ottt 8
5.10 Limits on Syncing OneDrive for BUSINESS .........iiiiiiii e 11
5.11 Open a document on OneDrive from Office 365 Pro PIUS .........ccooiiiiiiiiiiecce 11
5.12 Restore an older version of @ DOCUMENT..........coiiiiiiiiiieieeeeeeee e 12
6 Office 365 Pro Plus DOWNIOAA. ......c.ooiiiiiii i 13
6.1 PC and IMAC VEISIONS ...ttt ettt ettt ettt ettt ettt ene e e ene 14
6.2 Mobile and Tablet VEISIONS .......c.ooiiiiiieee e 15
6.3 One Drive FOr BUSINESS SYNC ADD ...iiiiiiiiii et 15
7 SIGNING OUL 1ttt ettt ettt ettt h ettt b ettt ettt ettt 16

OneDrive for Business user guide 1 Information Services/February 2015



2. OneDrive for Business and Office365

OneDrive for Business is a file storage system with online editing for Microsoft office documents
and is part of Microsoft Office365. Thiel College provide staff and students access to
Microsoft Office 365 with their university accounts. This includes:
*  OneDrive for Business — 1TB of cloud based storage with the facility to edit documents
online and share documents with anyone
» Office 365 Pro Plus — full versions of Microsoft Office 365 Pro Plus to install on your own
devices (PC, Mac, tablet and mobile)

D EEIEEE >
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OneDrive for Business can be utilised in many different ways. It can be used as a simple store for
documents, by mobile workers as a way to access files from any location on any device, or as a
collaboration tool to share and jointly work on documents.

Access to files can be in a web browser, directly in office 2016 or above, in windows explorer, in the
office apps for iPads, iPhones and android tablets, or synchronised with a folder on a windows PC.
For the best experience it is recommended computers not used for Group Dynamics

should upgrade to Office 2016 via the software centre (do not

download and install office 365 on university computer due to licence restrictions)

The College recommends the use of our central file servers (J or L drive) or “OneDrive for Business”
as the preferred location for storing files that are actively being worked upon. Due to the large
storage capacity, OneDrive for business is also suitable for storage of historic documents. Local

hard drives, 3" party cloud providers or USB devices should only be used to store users own files or

temporary storage, and should not be used to store confidential files.

3. Signing in

To access OneDrive and the download for Office 365 Pro Plus sign in by going to:
https://webmail.thiel.edu
On campus Internet Explorer and Google Chrome should sign staff in automatically. When off-site

or using other browsers sign in with your university username and password.
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https://www.thiel.edu

THIEL

C OL L EGE

Sign in with your organizational account

someone@example.com

Sign-in requires your Thiel ID number followed by
@thiel.edu or thiel\ followed by your ID number
for your username.

ex. 123456789 @thiel.edu or thiel\123456789

Sign-in with: username@thiel.edu or thiel\username

Note that all office 365 logons will work with “username@thiel.edu” username format and if
you encounter any logon issues for any of the office 365 products, it is recommended that you use this format.

4. Help

To access the help feature click on the ? in the top right hand corner on any page. The help is relevant to

the feature you are currently accessing.

MNew App Launcher

A

5. OneDrive

OneDrive can be accessed either by clicking the OneDrive tile on the Office365 homepage or by clicking
the grid icon in the top left hand corner of the menu bar.
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OneMNote

5.1 Create, Upload, Sync and Preview Documents

e To create a new document or folder click +New.

e To upload a document from your computer to OneDrive click Upload and browse to the file(s)

e To sync OneDrive with a folder on your computer click Sync. Use of the sync button installs
software to download and keep up to date all files from OneDrive, the client is installed on all
college machine. Details for configuring OneDrive sync are found in section 6.3

e To preview a document click on its name
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5.2 Advanced Options

Selecting a document by ticking it just to the left of its name and then choosing the ‘Files’ tab

presents an array of advanced options in the ribbon.
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You can use the advanced options to browse one drive documents in Window Explorer if you are using

the Internet Explorer web browser. From the ribbon bar select the “Library” tab and the "Open in
Explorer” option.

] Office 365

BROWSE FILES LIBRARY

Newsfeed OneDrive Sites.
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Open with Explorer
J2 cearch Onebrive o
X B Open this library as a standard X
Welcome to your OneDrive for Business, the place to store, sync, and share your work. Doct  windows Explorer folder. here. Dismiss

Documents

You can drag and drop files into this
- library, create folders, move and copy
(o 3] - :
® new i Upload L S)’nC files, and delete multiple files at once.

Shared with me

Followed

5.3 Edit a Document Online

Preview a document by clicking its name and then from the menu choose EDIT DOCUMENT and then
‘Edit in Word Online’.

Report
FILE EDIT DOCUMENT = PRINT SHARE FIND COMMENTS
@l Edit in Waord
Use the full functionality of Microsoft
Word

-_l Edit in Waord Online

— Make quick cha nges nght heere 1n
r browser,

Report
Thisis a report
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When editing a document online the changes are automatically saved. To return to Office365 click on
your username in the title bar.

5.4 Share a Document

To share a document click the ellipses (...) next to the document to open its callout window and then click
Share.

Report.docx *x
@ new 7 upload & sync
v [ MHame b
Shared with Everyone we  f IREpO!‘t
] Mew Text Document P -
@Y Report @
=| Untitled ine
BB PAaGE1OF1 B - - )

Changed by you on 6/5/2014 2:59 AM
Only shared with you

hittps:/y -ry.sharepeint.com/persanal/o3650003_5 "

EDIGLLDW

In the Share dialogue box on the Invite people tab, type names or email addresses of people in your
organization, or type Everyone.

If sharing with internal members of staff you may only need to type a few letters before you see the person
you want. Select the person to add them to the box. For external people enter their full email address.

Select whether you want to grant edit or view permission to invitees.

If you want, type a message to be included with an email that's sent to all invitees. The email includes a
link to the shared document.
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Share 'Report’
B Only shared with you

Invite people i 1T : 5
Enter names, email addresses, or 'Everyone', Can edit ¥

Get a link

Shared with
Include a personal message with this invitation (Optional).

¥ Require =ign-in

SHOW OPTIONS

5.5 Get a Link to Share a Document

On the share dialogue box the Get a link tab provides direct access to web links for sharing a
document. Use these if you wish to embed a link to a shared document in a separate email or
document that you are composing elsewhere.

Share 'Report’

B Only shared with you

Invite people View Only

vone with this link can see this file

Get a link

Shared with

Edit

Anyone with this link can see and edit this file

Close

5.6 Share a folder

When you share a folder, you automatically share all items in that folder. Sharing a folder provides a quick
way to share many documents with other people at once, and saves you the trouble of sharing the
documents one at a time.

Create the new folder by clicking +New.

Follow the same procedure described above for sharing a document.
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5.7 Quickly Share a Document with Everyone

You are automatically setup with a folder called Shared with Everyone. To quickly share a
document with everyone simply drag the document into this folder.
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To view documents which other users have shared with you choose ‘Shared with me’ from the left hand

menu

BROWSE

Documents
Shared with me
Followed

Site folders

Recycle bin

Onelrive @
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Welcome to your OneDrive for Business, the place to store,

O

MName

Modified

Maodified By

Mo one is sharing a document with you at this time.

5.9 Sync OneDrive Files to your Computer

You may wish to sync OneDrive files to your computer to easily access them from your file explorer
window. College computers should already have the OneDrive for Business sync app preinstalled but if
you need to install it at home see the guidance later in this document.

To sync your OneDrive file choose ‘Sync’
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Choose ‘Sync now'

Sync this library to your device for easy
access.

Get the Cnelrive for Business app that’s right for me

Click ‘Allow" if you get a security warning

-

Internet Explorer Secunty e  — ﬁ

A website wants to open web content using this
program on your computer

This program will apen outside of Protected mode. Internet Explorer's

Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

i| Mame: Microsoft OneDrive for Business
|| Publisher:  Microsoft Corporation

[7] Do not show me the warning for this program again

Allow |iDun't allow i
=

Click 'Change’ if you wish to change the default location where your files will be synched to
Choose ‘Sync Now'

r al
& Microsoft OneDrive for Business El_‘lg

Ready to sync your OneDrive for Business documents?

hitps:// -my.sharepoint.com/personal/ ‘Tocuments

You'll find your documents under Favorites in Windows Explorer.

We'll save the library here:

ili II ii\\j..-_l-.'.l

( Sync Mow ] Cancel ]

b ]
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You should then see a shortcut to OneDrive for Business in the File Explorer window. Files edited or

copied into this folder will automatically be synced to OneDrive.

e A greentick on a file or folder means it is successfully synced
e A blue circular arrow means it is currently being synced
e Avredarrow indicates a folder or file that is out of sync

4.7 Favorites Do
Bl Desktop #® . Shared with Everyone
4. Downloads ®. Test
“Zl Recent Places Report
#& OneDrive for Business =l Report2

You will also get a OneDrive icon in your system tray.

- = |
OneDrive for Business - Up to date

JO

Customize...

Right click on the OneDrive icon in the system tray to open a menu of options. From here you can:

e Sync now - force synchronisation

e Pause syncing - temporarily stop syncing

e Stop syncing a folder - permanently turn syncing off
e Open your OneDrive for Business folder

Open your OneDnve for Business folder

Sync a new library

Sync now

Pause syncing

Stop syncing a folder...
Manage storage

Help
Exit

Customize...
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You can also force synchronisation from OneDrive in your web browser by clicking Sync.

@new 2 upload

v [0 nName o T
Shared with Everyone -+ 6daysago a8 SREE iy
Test .+ Yesterday at 3:44 AM 88 BeiEET ime

@ Report % .+ Afewsecondsago 8 T

Drag files here to upload
Fledse roLe idl you Cdarnot deieLe Hies 1rorr your 10Cdl Orie drive 10r business clerit (r you uy ey are
automatically downloaded again from the web site). To delete files you must use the web interface.

5.10 Limits on Syncing OneDrive for Business

Please note the following limitations related to syncing OneDrive for Business to your computer

e You can sync up to a maximum of 20,000 items, including folders and files
e You can download individual files up to a maximum of 10 GB

e You are limited by the amount of free space on your computer's hard disk

5.171 Open a document on OneDrive from Office 365 Pro Plus

OneDrive can be accessed directly from the Open and Save menus in all the Office 365 Pro Plus

applications.
1. Click File > Open
2. Choose ‘OneDrive @ Thiel College’

3. Click Browse

Document - Word

Open

@ Recent Documents & OneDrive @
Recent Folders
@ University @& Documents
0365_3's OneDrive @ » Documents

OneDrive @ @
a
= &

. Browse
&8 OneDrive

=
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4. Choose Documents and click open.

@ = ]
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| Documents style sheets in this gallery can be used by this site or any of its
subsites.
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s Sites and Workspaces
Pdties There are no additional locations to show in this view.
B Videos
& Windows (C)
File name: v | |AH Word Documents v|
]
Tools - | Open |v| | Cancel ‘

5.12 Restore an older version of a Document

Select a document by ticking it then select Manage and Version History

Documents

@ new Fupload &sync & edit’.'a share

v [0 Name Maodified View Properties
Shared with Everyone ses Apnil 02 Edit Properties
Test e BROUMS 890 |\ in Browser
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[l Mew Text Document April 02
@!___ Report s+« 5 minutes ago ERGEE O
= Untitled June 13 I
Warlflows
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Review the version history. If you wish to restore one of the versions use the dropdown menu next to the
date.

Version History

Delete all versions

No. 4 Modified Modified By Size Comments
30 7/11/2014 7:20 AM 03653 17.1 KB

0365_3 171 KB

0365_3 17.2 KB

From here you can View, Restore or Delete the version.

Delete All Versions

Mo.+ Modified

3.0
View

2.0 ]
Restore
Delete

6 Office 365 Pro Plus Download

The Office 365 Pro Plus is available free of charge for your personal machines. Please note that this should
not be installed on College machines due to licencing restrictions and as it will interfere with the version of
office provided. To download Office 365 Pro Plus on your personal machine(s) either click 'Office 365" in
the top left and then choose ‘Install now" OR click on the Settings cog in the top right corner and choose
‘Office 365 Settings' and then choose ‘Software'.

Change theme

Office 365 settings

Feedback

Collaborate with Office Online

Let's get stuff
done.

Install Office on more devices

nartphone of tablet? Get Oifice on yousr devices
1 e 10 181 up email and Office 365 apps on your device
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Office 365 settings

Me

Install and manage software

Theme

Choose YOUF o theme.

When you click ‘Install now’ a small setup file will be downloaded. Run this setup file to install Office 365
Pro Plus.

6.1 PC and Mac Versions

If going via the software page click install, download the small setup file and then run on the machine where
you wish to install Office. To download the Mac version visit this page on a Mac and the Mac setup file will
be downloaded.

To activate the Mac version the username format of “username @thiel.edu” is required when prompted to
sign in.

Otfice MYra
ATTIHCE
Oini Diviove
Marage installs far Bhe latest version of Dfce

Tools & add-ins

o o oo deactivate insalls frem computers on which you installed this version of Office
Desktop setup

Phane 8 tablst COMPLITER MASE CPERATIMG STSTEM INSTALLATION DATE
15-AYLOAN-STAE Micresoft Windows 5.1 Enterprise D08 2004 Desctivate
Remainireg insEally wvailable: 4
rrstall the leaagr version of Offic

This will install thee labest versan of the folswing spps on your compiten Word, Bicel, PowerPoit, OneMote Sccess, Publshe, Outlook, Lyne, | nfofath

ol A Bl ol B ol

Language Viers oo
éingl h (United SEates) L 32:Ea [Recom meraled] Sdvanced
Mote installing additicnal languages on & com puber that slresdy has this version of Office doesnt count against your install it (3).

Review syshem requirements

trousbleshoot your Tfce installabon
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6.2 Mobile and Tablet Versions

For mobile phone or tablet versions click on the Phone & Tablet link on the left hand side, choose your
device and follow the instructions on-screen (alternatively get it direct from the app store on your
device).

Office Choose your phone or tablet
OneDrive

] . |
rnone ddlet

Tools & add-ins

Windows Phone Windows 8 tablet
Desktog setun

Pho Win ve RT £
Phone & tablet e indows RT device

Android Phone iPad

BlackBerryE

Mokia (Symbian 05)

Other

6.3 One Drive For Business Sync App

The OneDrive for Business Sync App allows you to sync your OneDrive files with a folder on your
computer. The Sync App should be preinstalled on all College computers but to install it at home select
OneDrive from the left hand menu and then choose install.

Software

Office OneDrive

Lyne )

Syme your files to your computar, Laarn more

Tools & add-ins

Mote: Make sure you mstall the bit version that you're using for Office. Which version of Office
Desktop setup do | have on my computer?
Phone & T.;'!hh?,'T Language: Yarsion
|£ﬂ_|.;|h;.|'- [Urited States) L 32-bit (Recommended] Advancad
Reviaw system requirements

-

OneDirive for Business user guide 15 Information Services/February 2015



/7 Signing Out

To sign out select the drop down menu by your account name in the menu bar and select Sign Out. It is
recommended that close your web browser to ensure your session is closed and you are fully signed out.

Onelrive ? O

;_} OneDrive &
Documents About me
: . + Welcome to your OneDrive for Business, the place to st :"E

shared. Learn more here.  Desmiss My Settings
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