Microsoft OneDrive

A Guide for Children and Parents



Accessing OneDrive

A Log into your Office 365 account and click on
PPS the ‘Waffle’

You will see all the apps available to you. Click
E Outlook @ Onelrive on OneDrive. (U Recent

ﬂ Word E. Exce Another window will open to your OneDrive @i Microsoft Teams
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Please note: You can also access OneDrive using the Files button in Teams




The OneDrive Homepage

If you have any files on
your computer that you
need to add to OneDrive,
then click Upload

This will give you information

To create a New
document or folder, click
here

about your folders and files

Find a file here
Access your files here

Access your Recent
files here

earch everything
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If you delete any files Create shared library Any Notebooks created in OneNote will It is a good idea to create folders in

automatically be saved here. More information subjects to stay organised!
on that can be found in the OneNote Guide!

they will be stored
here.




OneDrive — Moving and Sharing Documents

To Share the document
with a classmate or

To move the document into a
folder, click here and follow the

To open a selected
document click here

Delete or Rename
selected files and folders

teacher click here

next steps

2 Search everything & Open & Share @ Copylink J Download [ Delete =B Rename 51 Moveto [ Copyto o™ Flow
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Download a copy to your To Copy a file to another folder,
£I My files i .
! Files computer here. click here and follow the steps.
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Files folder. Click the

Circle to be able to do

something with it as
mentioned above.

Create shared library

To Share the document
with a classmate or

teacher click here



