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Office 365 File Saving and Access
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Overview

Due to changes made by Microsoft, Internet Explorer 11 will be replaced with Microsoft Edge on June
15, 2022. This will affect all devices in the district. Many of you have been using a mapped drive called
SCOneDrive (V:) as a local connection to your Office 365 OneDrive account. This document will show
you how to continue using your OneDrive in the cloud.

Quick Start

These are the top two changes you will need to make now that the V drive has gone away. The rest of
the document will go into detail about these steps.

Save and Open Files Where are my V drive files now?
In an office desktop application, click File->Save Open Google Chrome and navigate to
As and choose OneDrive — Sioux City office.com. Click on the App Launcher in the top
Community Schools. left corner of the Office Home page. Click on
OneDrive.
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In an office desktop application, click File->0pen

and choose OneDrive — Sioux City Community All of your files that were in V drive are also in
your OneDrive,

Schools. Select your file you would like to open.
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Your files: where they are and where they should be

There are many locations where you can save files but only one that will keep your files safe and
accessible from any device, anywhere in the world. This location is OneDrive in Office365.

Saving files on the desktop or hard drive/Windows (C:) of your device leaves you at risk of losing all
the documents if your device fails or is lost/stolen/damaged beyond repair. In these instances, we
cannot get your documents back. Also, when you receive a new device from the district, the process
of backing up these files and moving them to your new computer is time-consuming and a poor use of
technology staff’s time. If you are using these locations as your main storage for files, please stop
immediately.

~ Devices and drives (1)

i Windows [C:)

Another location where you might save files currently is the Home/O drive. This location is not
accessible off our network therefore if you are working from home or at a conference in a non-district
building in Sioux City or elsewhere, you will not be able to access these files. If you choose to save files
here, you will need to make a copy on a flash drive if you plan to utilize them in these instances and
then replace the copy when you return to the district. This again creates a cumbersome process that
is not user-friendly.

The best place to save your files to avoid all headaches and data loss is OneDrive. If you are currently
using SCOneDrive (V:) for file storage, you are moving in the right direction. Internet Explorer is directly
linked in the script connecting your OneDrive to the mapped V drive. When Microsoft replaces Internet
Explorer 11 with Microsoft Edge, the V drive will go with it. But don’t panic! Your files are still in
OneDrive in the cloud.



n Sioux City Community School District March 15, 2022

Moving files from existing storage locations

Now that we have accepted that we have been saving files in less than desirable places, let’s move on
to getting them in the correct place.

Open File Explorer by clicking on the file folder on your task bar or by typing “File” in the search bar.
All Apps Documents Web More »
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3 Settings
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. Downloads
L files

Documents
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Leaving File Explorer open, search in the same way for Google Chrome by either clicking on the icon on
your taskbar or typing in the search bar. Navigate to office.com in Google Chrome and log in. From the
Office Home page, click on the app launcher and choose OneDrive.

Microsoft Office Home x =+
(& @ office.com/?; ith=2

& T-Mobile Adobe User sync tool

Office
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Adjust the window size of File Explorer and Google Chrome so you can see both on your screen.
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Pick a location where your files are currently saved (Desktop, Downloads, Documents), left click on the
file and hold the left mouse button down as you drag the file over to your OneDrive window. You will
see a “+ Copy” on your OneDrive window. Release your mouse button. In the top right corner, you will
see a message “Uploading 1 item” and then “Uploaded 1 item to My files”.

Microsoft Office Home X My files - OneDrive x @} Mail - BLUM, STACY - Outlo

C & livesiouxcityschools-my.sharepoint.com/]

& T-Mobile Adobe User sync tool Adobe and Azure @ Remiportal @ Heartland
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Connection Contract - Microsoft
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1.1 MB
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Continue in this manner until all files from that location have been moved to OneDrive. You can move
more than one file at a time by using the upload function in OneDrive. After clicking on Upload, you will
see the choice between Files and Folder. Choose what you would like to upload. We recommend moving
one folder at a time, especially if there are subfolders or large documents within the folder. You will then
receive a new window that looks like File Explorer. Choose the files or folder that you would like to upload
and click Open.
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Going forward, you will access your files from OneDrive in Office 365. You can create new ones too!

Creating new documents in Office 365

You can create new documents using the applications in Office 365 just as you would in desktop
applications. This method saves automatically, even while typing or making changes, without having to
choose “File->Save As”. Click on the app launcher from the Office home page and choose the application
you would like to use (Word, Excel, PowerPoint). Click on “New blank document”. Your new blank
document opens and is already given a name. Click on the down arrow next to “Saved” and rename the
document then hit Enter on your keyboard. The document name has changed and will continue to auto-
save while you work. You do not need to change the file location as it picks your OneDrive as the default.

Word Document7? - Saved «

File Name

TDccument |

Location

] BLUM,STACY > Documents >

Save status

Saved

@ Version History
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You can always drag these documents into folders within your OneDrive if you wish to organize themin a
certain way. You simply left click and hold the left mouse button while dragging the file to a folder within
OneDrive. You can also click on the three dots to the right of the document and choose the “Move to”
option. This will allow you to move the file to a particular folder within OneDrive.

@ Open -~ & Share @ Copy link {1 Download 1]

Documents February 17, 2015
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@ @ Office 365 File Saving and Acc... & Open
MY Testdocdocx Preview
; Share
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Manage access
Biweekly budget report FY22.xlsx Download
Ticket report Feb 7-21.xlsx Delete
E; Teams Rooms.pdf
) Copy to
@ Teams Rooms.docx
Rename

Saving files from desktop applications to OneDrive

You can still create new documents from your desktop applications like Word and Excel. The process
to save these files will be a little different. When you open a new document, you will continue to use
File->Save As to name the file. The important piece now will be to pick the correct location, so the file
is saved to your OneDrive. Existing files can be opened the same way by choosing Open->OneDrive.
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Sharing files from OneDrive

You can also share files from OneDrive with other district users. Click on the share icon to the right of
file or the three dots and choose “Share” from the options listed. In the new window, click on the
access envelope.

Send link X

Office 365 Fi... Access.docx

Choose “Specific people” in the Link settings and choose whether you want the recipient to be able to
edit the shared document. If you do not want them to edit, leave the box unchecked, otherwise check
the box “Allow editing” to let the recipient to make changes. Also, if you do not want the person(s)
you are sharing the document with to be able to download it, toggle “Block download”. Click “Apply”.

Link settings X
Office 365 Fi... Access.docx

Who would you like this link to work for? Learn more

People in Sioux City C...unity Schools with the link

sy - -
(#4) People with existing access

Other settings
I:‘ Allow editing

& @

& Block download @

m | Can(e' |

Enter the name of the person in-district you want to share the document with. You can only share
documents from OneDrive within the district and not outside users. You may type a message that the
recipient will see with any explanation you would like them to have regarding why you are sharing the
document with them. Click “Send”.
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Send link X

Office 365 Fi... Access.docx

People you specify can view
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Please find the document about Office 365 we discussed I1erel

& =
Copy link
People you specify can view COP)’

Assistance
If at any time you experience issues with your Office 365, please enter a help desk ticket at this link.


https://sccsd.freshdesk.com/support/tickets/new
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