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1. Introduction

These days, you want files available wherever you are and from any device. You also want to share those
files so others can collaborate with you. Lastly, you want to synchronize updates to those files between
your devices and the cloud, so that you always have the latest version.

OneDrive is Microsoft’s cloud storage service. OneDrive for Business allows you to store, sync and
collaborate on documents with others. If you are already familiar with OneDrive, note that OneDrive for
Business is different from OneDrive. OneDrive is intended for personal storage separate from your
workplace. OneDrive for Business is online storage intended for business/educational purposes. Your
OneDrive for Business is managed by CSCU and lets you share and collaborate on documents. Microsoft
provides additional information on the difference between OneDrive for Business and OneDrive.

These instructions are for how to use your CSCU OneDrive for Business library. You are not required to
sync your files to your workstation if you don’t want to. You can choose to access your OneDrive for
Business library only from a browser or a mobile device. However, having the Microsoft OneDrive sync
client on your workstation allows you to access your CSCU OneDrive for Business library directly from
your workstation’s File Explorer and local applications (Word, Excel, etc.) easily.
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https://support.office.com/en-us/article/What-is-OneDrive-for-Business-187f90af-056f-47c0-9656-cc0ddca7fdc2?ui=en-US&rs=en-US&ad=US#__how_does_skydrive

For more information on installing the Microsoft OneDrive sync client, refer to CSCU Support Center’s
OneDrive for Business page and the corresponding OneDrive for Business FAQ item: “What do | need to

know about syncing?”

2. Accessing from a Windows workstation

After the Microsoft OneDrive sync client has been installed and setup on your workstation, you’ll be
able to work with your CSCU OneDrive for Business library directly from a local folder on your
workstation. The sync location is also added to Favorites/Quick access locations so you can quickly
browse to the location from the File Explorer:

Windows 7:

File Edit View Tools Help

Organize = A Open with Adobe Acrobat X1 Share with -

4.7 Favorites
= Recent Places
Bl Clesktop
& Downloads
‘@ Onelrive - CSCU

Windows 10:

“ Home Share View

« - 1

w 3 Quick access

@ Onelrive - C5CU

Documents here are synced with your CSCU OneDrive for Business library which can also be
accessed using a browser from any location or a mobile app.

Please note that you may see other OneDrive icons listed in Favorites/Quick access. Your CSCU
OneDrive for Business library is located by using “OneDrive — CSCU” as shown above. You may also
see a personal OneDrive location shown simply as “OneDrive” - which is not the same thing as your
CSCU OneDrive for Business library.

If you are also syncing CSCU 0365 Group, Microsoft Team or CSCU SharePoint Online document
libraries to your workstation, you’ll note that the sync location for those libraries shows up in your
Favorites/Quick access as “CSCU”.
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http://supportcenter.ct.edu/service/Office365_OneDrive.asp
http://supportcenter.ct.edu/service/Office365_OneDriveforBusinessFAQ.asp
http://supportcenter.ct.edu/service/Office365_OneDriveforBusinessFAQ.asp#aboutsyncing
http://supportcenter.ct.edu/service/Office365_OneDriveforBusinessFAQ.asp#aboutsyncing

NOTE: If you see a OneDrive library named: “OneDrive — Board of Regents System Office” then you
need to follow these instructions to properly rename it to the new “OneDrive — CSCU”. Simply

renaming the folder will not properly rename the library.

When you work with files synced with Microsoft OneDrive, you need to understand these are not a
copy of your files: if you make changes or delete files in the synced location, the changes are
synced to your OneDrive for Business library in the cloud.

Using OneDrive sync client’s Files On-Demand

If you are running Windows 10 Fall Creators Update (version 16299.15) or later, you will now be able
to control how your OneDrive for Business files are synced to your workstation. Files On-Demand
allows you to access your files in your OneDrive for Business library without having to download
them and use storage space on your workstation.

All files, even files not downloaded to your workstation, will be listed in the File Explorer. Have a file
you always want to store on your workstation? Easy! Set it to 'Always keep on this device'

For more information on using Files On-Demand, refer to our OneDrive for Business FAQ article on
how to enable and use it.

Accessing Microsoft OneDrive from the systray (lower right area by the clock):

The Microsoft OneDrive sync client icon is displayed in your systray when it is running:

. 11:58 AM
L}
et

Here’s how to use the Microsoft OneDrive sync client icon:

> Clicking on this icon will show files as they sync to the cloud.
> Right clicking this icon will show you a menu:

f& Open your OneDrive - CSCU folder

Wiew online
View sync problems

Manage storage

Settings

Help topics
Report a problem

Pause syncing k

Exit
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http://supportcenter.ct.edu/service/Office365/OneDrive-RenameToCSCU.pdf
http://supportcenter.ct.edu/service/Office365_OneDriveforBusinessFAQ.asp#filesondemand
http://supportcenter.ct.edu/service/Office365_OneDriveforBusinessFAQ.asp#filesondemand

“View online” will launch a browser and you can login to the Office365 portal to view your files
in the cloud.

“Open your OneDrive — CSCU folder” will open the sync folder on your workstation using the File
Explorer.

“View sync problems” will be enabled (i.e. not greyed out) if you are experiencing any sync
issues. You will need to resolve those problems in order to have the files sync from your local
workstation to the cloud.

“Settings” allows you to view other settings that may be applicable.
Accessing your OneDrive for Business library using Office 2016 products (i.e. Word, Excel):

You can use the “OneDrive — CSCU” location when you open or save files directly into your OneDrive
for Business library on your workstation:

@ Recent OneDrive - CSCU

6 OneDnve - CSCU Attachments T/7/2017 9:49 AM
Save As @commnet.edu
EREshE E;> Sites - CSCU
Kl @commnet.edu

Print A
I—F Other Web Locations

Share

L3 Thispc
Export =5
o= AddaPlace

Account Browse

Options

NOTE: You can ignore the “Sites — CSCU”, just use the “OneDrive — CSCU” location to save/open files
directly in your local folder.

Attaching files to an email using Outlook 2016

From Outlook 2016, if you want to send an attachment and the file is stored in your OneDrive for
Business library, there are two different attachment types you can use:

Attaching as a regular attachment

Attaching as a cloud attachment
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http://portal.microsoftonline.com/

If you select the Attach File dropdown, you’ll see two locations at the bottom: Browse Web
Locations and Browse This PC:

[ﬂJ 1] o = [|* Foliow Up~-
™ ' High Importance
Attac G 9 P
Filer ltem - Policy ~ ¥ Low Importance
Recent ltems o7
e
= Browse Web Locations s OneDrive - CSCU

W@commnet.edu

Browse This PC... @ Sites - CSCU
@commnet.edu ¥

b -_.% Other Web Locations 13

If you select a file using either OneDrive — CSCU or Sites — CSCU, it will ask you how you want to
attach the file:

How do you want to attach this file? X

Share link

s Recipients can see the latest changes and respond in real time,

[”J Attach as copy

Everyone receives a separate copy of this file,

Selecting ‘Attach as copy’, attaches a copy of the file to the email. The recipient does not have real-
time access to the file.

Selecting ‘Share link” includes a link to the file in your OneDrive for Business library and uses the
OneDrive for Business sharing capabilities. Refer to the OneDrive for Business FAQ for more

information about sharing. The email does not contain the attachment if you use this. They receive
an email telling them that you shared a file with you and they need to click a link to open the file.
The recipient will have real-time access to the file.

. Accessing from the Office365 Portal

You can login to the Office365 portal to access your CSCU OneDrive for Business library anytime. You

do not need to be running the Microsoft OneDrive sync client in order to access your CSCU OneDrive
for Business library from a browser.
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http://supportcenter.ct.edu/service/Office365_OneDriveforBusinessFAQ.asp
http://portal.microsoftonline.com/

You'll be prompted to sign in if you are already not signed in. Enter your NetID as the username.

NOTE: If you are already logged in, it will skip the next step of you having to log into the portal:

Conecte

] Office 365

Work or school account

someone@example.com

Password

Verbinden | -x¢
[ Keep me signed in

[

Can't access your account?

It will redirect you to the CSCU Login Portal where you’ll enter your password and click “Sign in”:

(=]

& Microsoft OneDrive

Connecticut Community Colleges
N4 CscU Login Portal

Sign in with your NetlD and Password

m

Enrrm@commnet.edu

!

What is my NetlD?

The Connecticut State Colleges and Universities Information Technology (IT)

racnnrca ic enlahs far nea b antharizad neare B arcaccinn thic custam wnn ara
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At this point, you are now logged into Office365 and can see all the Office365 applications listed.

CE 365
These are called “tiles” and can also be accessed from the app launcher min the upper

left hand corner.

Launch the OneDrive application by clicking the OneDrive tile from the list of Office365

applications:

M Office 365

Good morning

B«

Mail Calendar

Stream

y<

Yammer

¥ Install Office 2016

Other installs
Install OR I o

Get the familiar degfop Mmgs on your PC and

Now you are in the OneDrive for Business application (as seen in the top menu on the left):

E | Office 365 OneDrive |

O search - New -
Files
Files
- .3
Recent

T Upload

Name

M Attachments

Shared with me

Discover

X
Discover what's trending around you.

Groups bring teams together.
Jain one ar create your own.

Get the OneDrive apps

Return to classic OneDrive

=
3 Sync

R

Modified

April 4

Modified 8y

Pugliese, Lina

A P ()

= sot v = @
~
File Size Sharing
B oniy you
v
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You are now viewing your OneDrive for Business document library and can work with files in your
library.

NOTE: When you are using OneDrive for Business from the Office365 portal, you may notice the
Sync button:

OneDrive

12 =aarch  MNew ~ T Upload g3 Sync

-~

You do not need to click this link from a machine that is already setup to sync your files using the

Microsoft OneDrive sync client. You only need to click “Sync” to set up OneDrive for Business on a
new workstation.

4. Accessing from other devices

Looking to access your OneDrive for Business library on other devices? Use these links:

e Use OneDrive oniOS

e Use OneDrive on Android

e Use OneDrive on Windows Phone

e Use OneDrive on Mac OS X

5. Resources

CSCU Support Center’s OneDrive for Business page with link to an FAQ for more information on using

your OneDrive for Business account.

Microsoft’s general info about setting up syncing with the Microsoft OneDrive sync client.
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https://support.office.com/en-us/article/Use-OneDrive-for-Business-in-iOS-ed5af2c2-39a8-4684-a17c-fcde3742d4be
https://support.office.com/en-us/article/Add-OneDrive-for-Business-in-Android-babc9692-fb53-40b4-8b24-6b83ff95455e
https://support.office.com/en-us/article/Use-OneDrive-for-Business-on-your-Windows-Phone-6b0e1e05-2b8c-48fa-8820-7f25e2290fca
https://support.office.com/en-us/article/Get-started-with-the-new-OneDrive-sync-client-on-Mac-OS-X-d11b9f29-00bb-4172-be39-997da46f913f
http://supportcenter.ct.edu/service/Office365_OneDrive.asp
http://supportcenter.ct.edu/service/Office365_OneDriveforBusinessFAQ.asp
https://support.office.com/en-us/article/Set-up-your-computer-to-sync-your-OneDrive-for-Business-files-in-Office-365-23e1f12b-d896-4cb1-a238-f91d19827a16?ui=en-US&rs=en-US&ad=US
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