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Guide to OneDrive on an Open Access
Computer

Using OneDrive with Office 2013
OneDrive storage can be accessed directly from an Office app. On first running an
Office app you should see a recent list of files you have been working on.
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From the file manager page choose ‘OneDrive - University of Exeter’, then either
a recently used folder, or choose the ‘Browse’ button to load and save your office

files.

Recent Documents

Sites - University of Exeter
OneDrive - University of Exeter
OneDrive - Personal

Other Web Locations

Account Computer

Options

Add a Place

Davies, Darren ~

& OneDrive - University of Exeter

Recent Folders

® OneDrive - University of Exeter

& Open ==
@_f\.\ B <« personal » » Documents » ~ [ [ search Do )
Organize v New folder =~ 0 @

Name ° Date Modified Size

[ Microsoft Word
10/24/2016 3:25 PM

7 Favorites ) 9/1/2016 2:37 PM
B Desktop ) 11/3/2016 4:39 PM
18 Downloads ) 5/14/2015 3:49 PM

6/2/2016 2:15 PM
9/5/2016 12:00 PM

% Recent Places )
[ Recently Changed )

1. Public ) 11/22/2016 4:51 PM
) 9/16/2016 3:28 PM
w4 Libraries J 9/8/2016 11:43 AM

[% Documents ) 9/8/2016 11:28 AM
o Music ) 4/15/201411:12 PM
9/7/2016 4:04 PM
11/17/201611:01 ... Microsoft Word D... 141 KB
@) links.docx 11/10/201610:32 .. Microsoft Word D... 171 KB
@5 Test.docx 11/23/201612:33...  Microsoft Word D... 12KB
@] Upgrade to a new version of SymantecE...  6/10/20169:36 AM  Microsoft Word D... 122 KB

/=) Pictures )
B videos 5] colour queue test.docx

1% Computer
&, osDisk (C:)
% mis (\\isad.isadroot.
3 Personal Filespace (1

€ Network

Ll

All Word Documents (°

File name:  colour queue test.docx

1:52PM

)

11/23/2016



University
Email

To work with all types of files, access OneDrive from the ‘University Email’ link
on the desktop, then select the Office 365 main menu. By right-clicking on
‘OneDrive’ and choosing ‘Open in a new tab’ you can have access to both your
email and your files at the same time by clicking between the tabs that open.
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Choosing ‘View in File Explorer’ from the ‘View menu’ allows you to work with
your OneDrive files. Unfortunately, there is a file size restriction of 25mb for
each file when working with OneDrive files in this way. You can upload larger
files by dragging them to OneDrive on the web.
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You may see this security window appear, click allow to display your files.

Internet Explorer Security @

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

This program does not have a valid digital signature that verifies its
publisher. This program will open outside of Protected mode, putting your
computer at risk. You should only run programs from publishers you trust.

Name: C:\Windows\explorer.exe
Publisher:  Microsoft Windows

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

In the screenshot below a picture is being dragged from OneDrive into a Word

file which is also stored on OneDrive.
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Sharing and Restoring files

Setting up sharing options or restoring files are tasks best done from 0365 on
the web. If you are not already logged in, go to http://office365.exeter.ac.uk/ and
click on the OneDrive link from the 0365 menu.
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Right click the file you’d like to share and click ‘Share’
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Files can be shared with multiple people, each person can be added with View or
Edit rights, either requiring sign-in or not.
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Also, a public link can be shared, including a link that requires no sign-in. This
can be useful if you need a public live view only web link.
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Right-click a file and choose ‘Version history’ to show earlier versions of a file.
Right-click an earlier version to ‘Restore’. Ten versions of file changes are stored.
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Files can also be restored using the OneDrive ‘Recycle bin’

Groups bring teams together. Join one
or create your own.
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