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OneDrives a free online storage space you can
use agyour own personal online hard drive




Office Onlines a free basic versioncluded
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Office Online is a limited version of Microsoft Office

For example, here are the page layout tools in Word

Online:
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Here are the page layout tools in Word 2013:
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Creating aMicrosoftaccounts the first step

& OneDrive

Microsoft account What's this?

komeone@e;ar‘ﬁple.cor‘ﬁ

Passward

Keep me signed in

Can't access your account?

Sign in with a single-use code

Don't have a Microsoft account? Sign up now

Who are you?
Mame

Amelia

Birth date

lones

December

15

1980

Gender

Select one

Select one
Male

ign in?
‘ Mot specified

v| Send me promotional offers from Microsoft. You cz

Click Create account to agree to the Microsoft Servic

Create account
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YourMicrosoft accounts now created, and
your OneDrivewill appear

& OneDrive | v () createv () Upload B 23 DevonBanks 8
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Welcome to Onelrive

It's the one place to store and share your favornte
things. Get started with 7 GB of storage and earm an

Shared extra 8 GB by following these three easy steps.
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. You can access OneDrive at any time by
going towww.onedrive.com
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http://www.onedrive.com/

Microsoft OneDrivapp

Navigate to thé&download OneDrive pageocate and select
Download OneDrive for Windows

Welcome to OneDrive

Your most important files are with you wherever you go, on any device



https://onedrive.live.com/about/en-us/download/

A OneDrive folder will be added to your
Windows Explorer

L9l ! n |
File Home Share WYiew

T & <« Local Disk (C) » Users » admin » OneDrive » v &

-~

Mame Date modified Type

Search OneDrive

¢ Favorites
B Desktop 3/13/2014 11:54 AM File folder

31372014 11534 AM File folder

3/13/2014 11:54 AM  File folder

/1372014 11:54 AM  File folder

3/13/2014 11:54 AM  File folder

2/18/2014 9:46 AM Microsoft Excel W... 10 KB

111472012 259 PM - Microsoft Word D, 10 KB

2/20/2014 9:23 AM Microsoft Waord ... 10 KB

972172012 12 PM Microsoft Excel W... 11 KB

9/21/2012 217 PM Micrasaft Ward 0, 16 KB

4. Docurments
o Downloads +. Old Photos
& OneDrive . Pet Photos
"4l Recent places 4. PTA
4. Vacation Photos
| Bookl
% | Document1
% | Document2

Ll Libraries
| §| Documents

@' Music

[bel| Pictures
M videos

5'1 ex10_CompanySales_lesson2(
0 | Meeting Agenda - October 15t

1™ Computer

ﬁ Metwork

17 items

& | Notebook1
ﬂl Presentation
0| PTA Minutes
' Survevl

92472012 445 PM
107972013 3:35 PM
92472012 341 PM
1171452012 2:01 PM

Internet Shortcut

Microsoft PowerP, .,
Microsoft Word 0.,
Microsoft Excel W,,,

1 KB
1 KB
16 KB




OneDrive for mobile devices

Mo Service ¥ 313 PM -
& OneDrive 000

Documents
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Pet Photos
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OneDrive makes it easy to create new
documents and share your files

6 Onelrive | W @ Create v @ Upload

Files

Recent docs
Shared

Groups

PCs




our document will be created and opened
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You can createrewfolders

ﬁ OneDrive | v @ Create v ® Upload

Folder

.-

F“ES Word document
Recent dDCS Excel workbook
Shared PowerPoint presentation

OneMote notebook

Groups

PCs




Enter a name for the new folder, then click Create.

Folder name

Pet Photos

==

Files  julia's OneDrive

Pet Photos

Work Files

Your folder will be created. Click the folder to open it.



create new documents inside the folder by
following the same steps

@& OneDrive | W @ Create v ® Upload Share folder  Folder actions v

jo, Pet Ph':'t':'S Julia's OneDrive > Pet Photos

Files

This folder is empty. You can drag and drop files here to upload them

Recent docs
Shared



To open a document with Office Online

Locate and click the document you wish to open

Documents  Julia’s OneDrive > Documents Sort by: Name v = E LY
All About Sky Drive Annual Potluck u ! Book
1! Contact List Fundraising :¢:¢:$za Fundraising Presentati
u m Brainstorming ’f%*’*" Shared
= O
Meeting Minutes = New Workbook 1 Sales

A preview of your file will open




A preview of your file will open. In the top toolbar,
clickEdit Presentatiornthen seleckdit in
PowerPoint Online

Hg F’DWEFPD]H’[ On”ne | ¥ Onelrive » Docurnments

FILE EDIT PRESENTATION - SHARE START SLIDE SHOW

E Edit in PowerPoint
Use the full functionality of Microsoft

PowerPoint.

Edit in PowerPoint Online
Pl

de Make quick changes nght here in h.
your browser.




Your document will appear. You can now edit i
with Office Online

m PowerPoint Online | Vv OneDrive » Documents PTA fundraising ... re Teresa Nowak  Sign out ?
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To close the document and return to OneDrive,
click the OnebDirive link at the top of the page

ﬂ! PowerPoint Online | v OneDiive » Documents

FILE HOME  INSERT  DESIGN ~ TRANMITIONS  ANI!




To open a document with a desktop Office
program

EE PowerPoint OI”]”[’]E | v  OneDrive » Documents

FILE EDIT PRESENTATION - SHARE START 5LIDE SHOW

p E Edit in PowerPoint
Use the full functionality of Microsoft
PowerPoint. h‘

Edit in PowerPoint Online

4 Make quick changes night here in
your browser.




When you're ready to return to OneDrive, simply
save the document within the desktop program
and close it. The changes you made will be saved t

the file on OneDrive as well.

Home Insert Design Transitior

Save (Ctrl+S) _=J : -
Save this document and refresh it | | \ . B 7 U 8 she
with updates made by other B T 53] L) A
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Sharing files and folders

@& OneDrive | bd @ Create v @ Upload Openl|v Download Share Embed Mana
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Files
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Click the Detalils pane button in the #oght corner
of the screen to open the Details pane (if it's not
already visible).

=gy

Fi|ES Teresa Mowak's Onelrive

Add a description

vSharing
Shar
This‘ft'}a is not shared

vInformation




The Details pane will appear on the right side of the
screen. Locate the Sharing group, then click Share

=gy

Fi|ES Teresa Mowak's Onelrive

Add a description

vSharing
Shar
This‘ft'}a is not shared

vInformation




A popup window will appear. Enter the emaill
addresses of the people you want to share with

Invite people

(@} Julia Fillory



To edit the permissions of a shared file or folder, gc
back to the Details pane and use the controls in the

Sharing group

Fi|ES Teresa Mowak's Onelrive Sort by: Mame v E E

Add a description

‘Sharing




Sharing tools

AOnceyou've shared a document with others, they'll be able to access
It at any time. If you gave them permission, they'll also be able to edit
it with Office Online. In factultiple peoplecan edit the same
shared document at the same time

AAs other peoplenake change$o a document you have open, you'll

be able to see the
able to see their eo

will be applied to a

ocation of their cursors, although you won't be
its until they save their changes. These changes
| versions of the document.



When you're editing at the same time as other
people, the changes they make might not appear
immediately
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&% Teresa Mowak is editing this document.
When you open a document,

you'll be notified if anyone

else is currently editing it.
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what parts of the document
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Ajr Lines 1977 Economy | McDonnell Douglas MD
Depart: 4:05pm Atlanta, GA Atlanta Hartsfield-J

Arrive: 5:19pm  Chicago, IL Chicago O'Hare Inte



To uploadiles to One Drive

.. » Libraries » Documents » Misc » Teresa's Docurnents

@ Documents
& OneDrive
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Microsoft Word Document
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To upload folders
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To upload files to OneDrive on the Web

& OneDrive | v

Jo, Files  Teresa's OneDrive

Files
Recent docs
Shared

Groups



Locate and select the desired file. You can select

multiple files by holding down the Citrl key.
Click Open.




