UNIVERSITY OF

EXETER

How to Use OneDrive for Business in the Cloud

This guide tells you how to use OneDrive for Business using the cloud version in Office 365.

Please see the separate guide on how to use the OneDrive sync client.
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Managing your Files

1. Login to Office 365. You can access this at work or remotely at http://office365.exeter.ac.uk/

( Please note: do not download Office 2016 to your work computer from this 0365 homepage )

2. In Office 365, click on the app launcher menu at top left of your screen, and then click on OneDrive

Office 365

HOME MNEW AlLL

Calendar
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Mewsfeed OneDrive

M @
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3. You will then see the OneDrive for Business homepage.

=2 Office 365 OneDrive

L Search —+ New T Upload £3 Sync I Sort = @
edding, Andy Files
v Name Modified Medified By File Size Sharing

M Andy October 21 Spedding, Andy & Only you
Recycle bin @ Exam Scheduler September 15 Spedding, Andy £ Macaulay, Alison and 1.
recycle

= FIM August 4, 2015 Spedding, Andy & Only you
Groups
- # Millennium May 12 Spedding, Andy #* Buchanan, Lucas and 8.
Groups bring teams together.
Join one or create your own.

M 0365 December 2, 2014 Spedding, Andy A Saunders, Graham

® Office 365 Project Board Octaber 6 Spedding, Andy # Turner, Nicholas and 1.,
-+ Create Groups

® Planview November 10 Spedding, Andy 2 Only you

® Recap November 25 Spedding, Andy £ Watling, Sue and & mor

@ Shared with Everyone November 26, 2013 Spedding, Andy A Shared

Drag files here to upload

The Files area is where you can create new files and folders or upload existing files.

4. To create a new file or folder click on New.

Office 365 OneDrive

A Search T Upload
[] Folder

e @8 word document

Files

cecent B8 Excel workbook

Shared with me ﬂ; PowerPoint presentation

Recycle bin @2 OneNote notebook

Grouns B8 Excel survey

“.Gr_c-ups bring teams together. @' Link

A dropdown list will appear for you to choose what you want to create.

You can create an Office document using Word Online, Excel Online, etc directly in your OneDrive for
Business.

Choosing one of these options will open the relevant Office online app and automatically save the

document. To give your new document a meaningful filename, you will need to use Save As or Rename
in the File menu in Word Online, Excel Online etc.
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5. To upload a file or folder to OneDrive for Business, click on Upload.

Please note: Google Chrome, Firefox or Edge are the best browsers for doing this; you may not see the
option to upload a folder if using Internet Explorer.

OneDrive

£ 4 New ~ T Upload + ) 2 Sync

F1|ES Files

_ Folder
Mame

This will then open a window where you can browse for the files or folders you want to upload from other
file storage locations.

Alternatively you can drag files or folders from other storage locations in Windows Explorer to the
whitespace in the Files area

Drag files here to upload

You will see a notification briefly when the file has been uploaded

S 1 selected % E'

Uploaded 1 item to Files

6. To delete afile or folder in OneDrive for Business, hover over the file or folder name until you see 3 dots
appear then click on them.

M= Documentl.docx

Alternatively right-click on the file or folder name itself.

You will see a dropdown list of file handling options.

® Shared with Everyone Open N
Q M5 Document.docx Share

0= Documentl.docx Get link

M= OneDrive_Draft v 3.docx Download
Delete,
Move to
Copy to
Rename
Version history

Details
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Click on Delete and then confirm by clicking on Delete again

X
Delete?

Are you sure you want to send the item(s) to the
site Recycle Bin?

This will send your file or folder to the Recycle Bin in OneDrive for Business. Note that this is different
from the Recycle bin on your PC or laptop

Deleted files will remain in the Recycle Bin for 30 days.

Occasionally you may need to refresh your browser to see the effects of creating, uploading, or deleting
files in your OneDrive for Business.
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File Backup and Recovery

Please be aware that the University of Exeter IT department does not and cannot make separate backups of
your files in OneDrive for Business.

You as document owners are responsible for managing and maintaining your own files.

However there are some processes in OneDrive for Business which can help:

1. Each time you or a colleague edit a file stored in your OneDrive for Business, a new version is
automatically created.

You will still only see the one filename in your OneDrive for Business folder, but previous versions of the
same file are also stored as hidden backups.

2. You can see how many versions are stored for a file by right-clicking on the file name and then clicking
Version history

0 Q¢ 4.4 Tests for com~-mn=on ol dhncnonon ==
Open »
[5 Book3.xlsx
Share
@s Cluster PC Word
Get link
M= Document.docx
Download
@ Embedded powe
Delete
A5 0365 Issues & A
Maove to
mE O365 Test Comp
Copy to
A5 PCUAZ82 Cost C
Rename

M= test embedded ¢

Version history

s Test_Sharing.dog

3. You will then see a window showing you details of the various stored versions of your file. There can be
up to 30 stored versions of a file.

Version history

Delete All Versions

Ma. +  Modified Modified By Size
20 1271272016 12:33 Spedding, Andy 294.9 KB
L0 12/12/2016 12:32 Spedding, Andy 299 KB
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4.

you want to restore. A box with a small downward arrow will then appear

Version history

Delete all Versions
Mo, +  Modified
2.0 12/12/2016 12:33

P
1.0 |12/12/2016 12:ﬁ T
)

5. Click on the arrow and then click on Restore

6. You will get an “are you sure” message

-~

Version history

Delete All Versions

Mo. +  Modified

20 12/12/2016 12:33

10 J
View

CD g

Delete

Message from webpage

S

:I You are about to replace the current version with the selected version.

0K [}J ’ Cancel

7. Click on OK to create a new current version with a higher version number.

If you need to restore a previous version for any reason, hover your mouse over the date of the version
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8. If you need to restore a file which you have deleted, you can do if it is still in your OneDrive for Business

Recycle bin.

On the OneDrive for Business homepage, click on Recycle bin at the top left of the screen

Office 365 OneDrive

[ Book3xlsx

£) Share @ Getlink 23 Sync

S Search + New T Upload
g, Anc Files 0365 » Test docs
Files P _—

@5 4.4 Tests for convergence and divergencel.ppix

@5 Cluster PC Word save As options to OneDrives.pptx

9. This will then show the contents of your OneDrive for Business Recycle bin.

[i] Empty recycle bin

Recycle bin

Marme . Gile geleted

| 4.4 Tests for convergence and div.. 12/12/2016 12:38

| 4.4 Tests for convergence and div.. 12/12/2016 12:33

B3 ES Actions Log 150916.x1sx 09/12/2016 12:51

Deleted by
Spedding, Andy
Spedding, Andy

Spedding, Andy

Created by
Spedding, Andy
Spedding, Andy

Spedding, Andy

Note that this is different from the Recycle bin on your PC or laptop.
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10. Find the file or files you wish to restore. You can select multiple files by clicking in the circle to the left of
each required filename.

OneDrive
<>
Recycle bin
o Mame I Date deleted Deleted by
0 | 4.4 Tests for convergence and div... 12/12/201612:36 Spedding, Andy
| 4.4 Tests for convergence and div.. 12/12/201612:33 Spedding, Andy
@& 6 ES Actions Log 150916.xlsx 09/12/2016 12:51 Spedding, Andy

Click on Restore and the selected files will be restored to their original folder locations in your OneDrive
for Business homepage.
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Collaborating and sharing files

With OneDrive for Business you can share files or folders with all their contents with staff or students at the

university, or externally, for example, with researchers at other institutions.

Internal sharing

1.

Files

o [ Mame
= Andy
= Exam Scheduler

= M

= Millennium

Maodified

Cctober 21
September 15
August 4, 2015
May 12
December 2, 2014

Octaher §

Give people permission to view or edit the selected

Get link iteme
= Pla

Delete
® Rec

Move to
& 5ha

Copy to
= Dot

Fename
S Dot

Details

rrorember 10
Movember 25
Movember 26, 2013
3 days ago

3 days ago

This will then show the following options for sharing your file or folder

Share "Test_Sharing’
= Only shared with you

Invite people

Gt

[=1)

ik

Add a message here

Chared with

¥l Require sign-in
Send an email invitation

Can edit j

To share a file or folder internally, right-click on the file or folder name, or alternatively click on the 3 dots
to the right of the file or folder name
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First choose with whom you want to share the file or folder

Start typing their surname in the Name box. If there are a lot of people with the same surname, add a
comma before typing their first name, or scroll down the list of names until you find who you are looking
for.

Duncan Hepple

Hepple, Duncan
Systems Analyst l.\ﬂ‘_n)

Hepplestone, Steven

If there are multiple people with the same name, hover your mouse over their photo or silhouette to see
their email address, which you can separately check is the correct person.

Click on their name and it will appear in the Name box.

Repeat this until you have all the names of the people you want to share with.

0 Hepple, Duncan > & Harvey, Matt * A

@ Autherson, Richard = 1% Eidam, Ben v

Then choose what sharing options you want to set for this file or folder.

Click on the Can edit dropdown to set the permissions for the people you are sharing the file or folder
with to be either edit or view

Can view

Check or uncheck the Require sign-in box to choose whether the people you are sharing with need to
log in themselves to Office 365 or not.

Check or uncheck the Send an email invitation box to choose whether the people you are sharing with
receive an automatic email when you have shared the file or folder.

If you do decide to send an email, you can add a message in the central box which will be included in the
email.

The email will also contain a hyperlink to the file or folder so the recipient(s) can jump straight in to see
your file or folder.
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8. Click on Share to give everyone permission to access your file or folder

X
Share 'Test_Sharing’
& Only shared with you
Invite people . Hepple, Duncan e‘ Harvey, Matt | |Can editﬂ

Get a link a Autherson, Richard = -% Eidam, Ben * v

Shared with

Hi everyone, I've just shared this document with you so we can both
edit it simultansously

Require sign-in
Send an email invitation

9. To stop sharing a file with one person or everyone, right-click on the file name, or alternatively click on
the 3 dots to the right of the file name.

10. Then click on Shared with at the bottom left of the window

Share 'Cluster PC Word save As options to OneDrives'

Shared with Saunders, Graham

Invite people Can edit j

Get a link

Add a message here

Shared with

| Require sign-in
Send an email invitation

11. You will then see a list of the people with whom the file is shared.
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12. To remove sharing options for one person, click on the dropdown blow their name and select Stop

Sharing then click Close.

Share 'Cluster PC Word save As options to OneDrives'
Shared with Saunders, Graham

Irvite pecple (i) There are pending access requests. View requests

Get 2 [ink ﬁ Spedding, Andy
Shared with wner

Saunders, Graham
Can Edit v

Change to view only

Stop Sharing ‘b

STOP SHARING  EMAIL EVERYOME  ADVAMNCED

()

paasS————

13. You can also change their view / edit permission here instead of stopping sharing.

14. To stop sharing a file with everyone, click STOP SHARING at the bottom of the list of names, then click

Close.
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External sharing

There are two ways to share a file or folder with external colleagues — either by entering their full email
address(es) in the Name box and following the process above for sharing; or you can create a URL link
which you can email to them.

Entering the sharer’s email address is the recommended approach, as when you and they are co-authoring a

document their email address will be shown in the edit audit trail.

if you have allowed the external sharers to edit your file(s), it will be anonymously.

All external sharers must have a Microsoft account to be able to access your file(s) or folder.

The disadvantage of sending a link is that,

If they don’t already have a Microsoft account, they will see this message and they will need to create a

Microsoft account as a one-off activity, they just need to fill in an online form using the link provided.

Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an
account assigned to you by your organization.

.. Microsoft account
Sign in with the account you use for Onelrive, Xbox LIVE,
Outlook.com, or other Microsoft services

h Organizational account
Sign in with the account provided by your work or school to
use with Office 365 or other Microsoft services

Don't have either account? Create a Microsoft account, it's quick and
easy!

Sharing using external email address

1.

2.

Right-click on the file or folder name you want to share, or alternatively click on the 3 dots to the right of

the file or folder name.

Enter one or more external email addresses for the external colleagues you want to share with.

Invite people

Share 'share external no signin’
B Only shared with you

f.bloggs@hotmail.co.uk = Can edit j

f.bloggs@hotmail.co.uk is outside of your organization.

Add a message here

Require sign-in

Send an email invitation

3. Complete the sharing options as above for Internal Sharing

4.

X

If you have ticked “Require sign-in”, the external sharers will see the “Welcome to SharePoint Online”

box as above, and they will need to click on “Microsoft account” to be able to access your file(s).

Page 13



Sharing using a URL link

1. Right-click on the file or folder name, or alternatively click on the 3 dots to the right of the file or folder
name.

2. Click on Get link

g

test embedde

4 Open >

o Test_Sharing.c Share
Download
Delete
Move to
Copy to
Rename

Wersion history

Details
3. Click on the dropdown list on links
. X
Share 'Test_Sharing’
& Only shared with you
Irwits peogle Restricted link - Only specific people can open this link R
Get a link Restricted link - Only specific people can open this link (created)
“harsd with View link - University of Exeter account required

Edit link - University of Exeter account required

View link - no sign-in required

Edit link - no sign-in required {b

4. The first 3 options won'’t work for external people for sharing, so choose whether you want them to be
able to only View your file or folder or contribute to it via Edit

Page 14



5. Clicking on one of these options will then show the Create button

Edit link - no sign-in required N

6. Click on Create to generate a URL as a link

Edit link - no sign-in required o

https:ffuniversityofexeteruk-m}f.sharepﬂin...| REMOVE

SET EXPIRATION ~

Mever
1 day
30 days
60 days
b
Custom

7. Click on the SET EXPIRATION dropdown to choose how long the link will be valid. The default expiry is
Never.

8. Then click on Copy to save the link to your computer’s Clipboard, and then click Close.
9. You can now paste the link in an email to the people with whom you want to share your file or folder
10. They will then be able to click on the link in the email and have instant access to your file or folder.

11. To stop sharing a file or folder with someone external to the University, either the link you have sent
them will expire after the time you chose, or you can Stop sharing the file or folder as described above
for Internal Sharing.
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If you leave the University

When you leave the University and your IT account is closed, any files stored in your OneDrive for Business
will become inaccessible to anyone else.

This includes files that you have shared with colleagues, internally or externally.

You will need to download all the files that need to be kept for other people to use and they should then be
stored in a shared file storage area that can be accessed by those people who need to use these files.

Any files in your OneDrive for Business that you had shared with other people will lose the “Shared with”
details when you download them. So your colleague(s) may need to share them again with other users,
internally or externally.

This can be via someone else’s OneDrive for Business account, or for Exeter colleagues only, a team or
departmental SharePoint Site, or your shared network N: drive.
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