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OneDrive Desktop Application
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Overview

We use applications every day that require us to have access to our files. However, if they are stored
in the cloud through Office 365, how do we get them into Canvas, Seesaw or Nearpod? It was so easy
with the V drive connection! Microsoft has introduced a new OneDrive desktop connection that
integrates into your File Explorer. It looks and feels like the V drive and won't fill up your hard drive
with synced copies like the old OneDrive for Business. The best part is that you can browse to the
location to retrieve the file you need without a lot of extra steps.

Quick Start

Download the new OneDrive app from office.com and go to File Explorer for your files!
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Get the new OneDrive app
Open a browser and navigate to office.com. Click on the app launcher and choose OneDrive.

Microsoft Office Home

(& @ office.com/7auth

& T-Mobile Adobe User sync tool

Office

ﬂ Word ﬂ Excel

At the bottom left of the OneDrive home page, click on “Get the OneDrive apps”.
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Click on Download in the new browser window.

Download OneDrive

A file will download from the site. Open the file OneDriveSetup.exe. A window will open to set up your
OneDrive. Enter your email address, click Sign in and then Work or school. If you receive an error at
this step, see the section in these instructions titled “Error in setup”.

@ Microsoft OneDrive X

@ Microsoft OneDrive x

Set up OneDrive
Put your files in OneDrive to get them from any device Setu P OneDrive

Put your files in OneDrive to get them from any device

A )
B
B

i J Ii
Email address

blums@hve,siouxcityschoo\s.(orri This email address is used for both OneDrive and OneDrive for

Business. Which would you like to sign in to first?

If you are prompted for your password, enter it and click Sign in. You might also be prompted to
authenticate so verify your account using your chosen MFA method.

@ Microsoft OneDrive X
Soux Gty
o/

< blums@live siouxcityschools.com

Enter password

Forgot my password

Sign in with another account

Welcome to the Sioux City Community School
District. If you have trouble logging in please check
the district technology support website at
http://sccsd freshdesk.com. Additionally call the help
desk at 712-279-6803.
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Click Next on the window after sign in. You will then be presented with a window asking you to back
up your folders. This will allow you to sync any items you currently have saved on your Desktop, in
Documents, or Pictures to your OneDrive. Leave these options checked and click Continue.

& Microsoft OneDrive X

Back up your folders
Selected folders will sync in OneDrive - Sioux City Community Schools. New and

existing files will be added to OneDrive, backed up, and available on your other devices
even if you lose this PC. Learn more.

Desktop Documents Pictures
3 KB 0KB 1KB

Space left in OneDrive after selection: 1,011 GB

[ ]

Click Next through the following two windows. You will then be presented with a window with
important information. In your new OneDrive, you will have the option to manage your files. It is
recommended by the technology department that you mark all files “Online-only”. This option will
ensure that you do not fill up your hard drive with copies of files but still allows you to download them
as you use them.

& Microsoft OneDrive X

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device

Online-only On this device Always available
These files don't take up When you open afile, it Right-click a file to make it
space on this device, and downloads to your device available offline.

they download as you use so you can edit it while
them you're offline

BaCk -
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When prompted to “Get the mobile app”, click on Later.

@ Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
i0S and Android

®
You are now ready to use your OneDrive folder!
& Microsoft OneDrive X

Your OneDrive is ready for you

Open my OneDrive folder
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Error in setup

If you attempted to open the file to install the OneDrive app, you may have received an error like this:

Download OneDrive

e

This error is stating that you already have a newer version of OneDrive on your system. Click on the
start menu of your computer and scroll down to the “O” section. Click on the OneDrive icon seen here:

M
o ] Microsoft Edge
i Microsoft Office Tools
u Microsoft Store
T Microsoft Teams

—- Music, Photos and Videos

®
O

0]

r OneDrive

¢l

OneDrive for Business

&

N OneNote

&

0™ Outlook

pe rrype here to search

From here, you will pick up the steps in the previous section, starting with signing into OneDrive.

@ Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

A Y
Email address

blums@livesiouxcityschools.cor|

7
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Managing your OneDrive

It will be important to make sure you aren’t syncing your files to your hard drive through OneDrive.
Microsoft has made this step easy! Open File Explorer and click on OneDrive — Sioux City Community
Schools.
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You will notice that the files in your OneDrive have an icon next to them. You will want all of your files
and folders to have a hollow blue cloud next to them. This means they are saved in the cloud and not
taking up space on your hard drive. If the file/folder has a green check mark (hollow or filled in) next to it,
right click on the item and select “Free up some space”. The item will sync and display a blue cloud when
done.
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This picture gives you more details about the types of ways to store files in your OneDrive:

Your files will have these statuses in File Explorer:

A A blue cloud icon next to a OneDrive file or folder indicates that the file is only available
online. Online-only files don't take up space on your computer. You see a cloud icon for
each online-only file in File Explorer, but the file doesn’t download to your device until
(3 you open it. You can't open online-only files when your device isn't connected to the

Internet,

N When you open an online-only file, it downloads to your device and becomes a locally
available file. You can open a locally available file anytime, even without Internet access.
If you need more space, you can change the file back to online only. Just right-click the
@ file and select "Free up space.”

With Storage Sense turned on, these files will become online-only files after the time
pericd you've selected.

A Only files that you mark as "Always keep on this device" have the green circle with the
white check mark. These always available files download to your device and take up
space, but they're always there for you even when you're offline.

There is a chance that one of the windows did not appear during setup and you would like to sync your
Desktop, Documents and Pictures from your hard drive to your new OneDrive. You can still complete this
step by clicking on the blue OneDrive cloud in your taskbar tray and selecting the Help & Settings gear at
the top right.

@ OneDrive - Sioux City Community Scho..
© Your files are synced Help & Settnge

OneDrive desktop application.docx
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From the Help menu, click on Settings and then choose the Backup tab. Click on Manage backup.
@ Microsoft Onel *

Settings  Account etwork Office  About

Important PC Folders

Back up your files in the Desktop, Documents,
and Pictures folders to OneDrive, so they're ZIELE R
protected and available on other devices.

Mare info

Select the locations where you have files saved that you would like to move to the cloud. Technology
strongly encourages all users to move all files from these locations to the cloud to avoid loss of data in the
event of a computer failure or lost/stolen device. Once you have selected the locations, click Start
backup. Your files will sync to OneDrive. Make sure the files/folders are set to “Free up space” once the
sync has completed.

& OneDrive - Personal - x

Back up your folders

Microsoft video

Please view this video for additional setup help.

Assistance

If at any time you experience issues with installing or using OneDrive, please enter a help desk ticket at
this link.

10


https://support.microsoft.com/en-us/office/save-disk-space-with-onedrive-files-on-demand-for-windows-10-0e6860d3-d9f3-4971-b321-7092438fb38e?ui=en-us&rs=en-us&ad=us
https://sccsd.freshdesk.com/support/tickets/new
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