£ OneDrive

Get started with
OneDrive

What's OneDrive?

Onelnve s online file storage vou can get to from anywhere. [t makes it easy to save Office

documents and other files to the cloud sovou can access them from any device.

With Onelnve, vou can share documents, photos, and more without sending bullky email

attachments. You can alzo easily work with Onelnve files nght inWindows orhMac

Add files frorm your computer

The first step is to add filestoyour Onelrive. The bestway 1o do this from wour PC or Mac is to dowenlosd
Cnebrive and drag the files into the OneDrive folder. Say wou created a PowerPoint presentation on your
laptop—you can drag it toyour OneDrive folder to access itfrom your phone.

Vi, -\.-'I = | OezDiee

- = T g v Dnedrve w 0 zearch
v o Ensbacoen Harme Db mocilie:d Tyipe L ]
B Nesktnp o BIUDSET 1203005 BT Ak Fik Teldir
_l_ Diormitloads o+ FARIILY TERAANIS TN Ak File Tulide
HOLISFE PRGIFSTS A0S Rl A Fils frlder

Z| Dogursnts

WOTLBCCES TN EEIT A File folder
THANEL A2 51243 P File folder
WORE TATAA0 S RAT P Fikefolder

i OneDrive 4

b

|7" Folzram Ly Corma D

(3 Get OneDrive for Windows or Mac

Add files using the OneDrive website

You can also add files from amye computer, ablet, or phone by using the OneDrive website.
lustgoto OneDrive.com, signin, and then select “Upload
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to your files from your phone or tablet

Diowimload CneDrive for your device to get 1o your file s from ampwhare,

Download an the ol I3eram o friom i ':1:" ITON
App Store M Windows Store [l P> Google play
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e edit, and share Office docs

Get the apps

Use the Cffice apps to create and edit Office documents from ampwhere.

X4

3 For Android: Word | Excel | PowerPoint | OneNote
(&) ForiQS: Word | Excel | PowerPoint | OneNote
{3 For Windows or Mac: Office 365

Create docs from anywhere

‘oL can create Word documents, Excelwarkbooks, PoverPaint presentations, and Cnehlote notebooks
from the Office mobile apps or Onabrive com for free. lust sign in and select “Mew”

CineDrive
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Edit docs onthe go

When your Office documents are in OneDrive, you can open and edit them from the Onelirive mohbile
appsor the Onebrive website, Say someone asksyou 1o add a dide 1o your presentation—you can do it
right from your phane or from any computer.
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Share and collaborate

‘oL can share files and even entire folders without attaching anything. Send a link to the Poweer Point
presentaton wou're working on—and rest assured that everything else invour OneDirive will st private.
To share items from the Onelirive website, just select the iterm and select “Shara
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When you share an Office document, give people parmission to edit it 0 you don't hawve to send around
different copies in email. Other people can insertcomments and add imagesand charts to the presentation
themsehes, With Office Onling, you can aven work together on the presentation at the same tirme.

=: PowvarPoinl Cnline onebree » Documenss izn 2 christophar wymar | Sign out
ALE HOME  HSERT  DESIGH  TRAMSTIONS  AKIMATIOHE  WIEW  Tellinw dol yeu wonl Lo de 2| OPEH M POWAERFGMT
Comments X
A e
dhirkrgbesr wyrdir o b
i | I

Where can | learn maore?

Faor rmore info, check out

@ Ornelrive.com/about




