Manage OneDrive

Open a document from the File Explorer

1. Open the File Explorer and locate OneDrive -

i OneDrive - University of the Incarate Word University or the Incarnate Word

anre

| @ Challenge Rubric
B Challer Open

2. Choose the folder and document by double-clicking on
the document name. You can also right-click the
document name and click Open

No mater what document you choose, Microsoft will open
the document in the desktop version of the application.

Open a document from the OneDrive

Office 365

3. Go to www.uiw.edu, and open Cardinal Mail
4. Click the Office 365 link or the waffle, both located
in the upper-right corner

S,

OneDrive

5. Click OneDrive

EE Open ~ £} Share @ Getlink 3 Download

Files

’ Name
Ml Compl301
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il Zoom
mll Desktop
pll Shared with Everyone
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(] ML Essayl.docx

6. The OneDrive opens. Select a document

W= Open ~ 5‘32. Share

ﬂ! Open in Word Online

ﬂ! Open in Word

% 7. Click Open and choose an option.
¢ Openin Word Online
¢ Open in Word, which will open the document in
the desktop version of Word

You can also right-click the document name and choose an
open option from the menu
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http://www.uiw.edu/

Save documents in OneDrive

There is not a save option in Office Online. Your document is continuously saved to the
OneDrive. However, if you open an online document in the desktop version of Office, you will
need to determine where the document will be saved, either in the OneDrive on the computer.

Save to OneDrive

P Save As
.A Save a copy online. Click File
- Click Save as
ename

When the OneDrive opens, click Save
From now on, each time the document is saved, it will
be saved to the OneDrive

Rename this file.

PO E

Download a Copy

= Download a copy to your compute

Save As
B‘ Save a copy enline.

1. Click File
= . Click Save as
e 3. Choose Download a Copy

N

Print

— Download a Copy

= Download a copy to your compute

Microsoft Ward Online x

4. Click the link Click Here to download your
Your document is ready. document

Llick here to download your document,

Close

Opening DecumentZ.docx X

You have chosen to open:

Document2.docx

which is: Microsoft Word Document (10.6 KB)
from: https://studentuiwtx-my.sharepoint.com

Click Open With
The document will open in Word

o

th Microsoft Word (default) v

() Save File

[ Do this automatically for files like this from now on.
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Share documents

There are two sharing options; by invitation and by link

Share by invitation

OneDrive

@ Get link

@ Open

Files

Mame
il Compl301

mll Desktops

Shared with Everyone

° M Essayl.docx

1. Inthe OneDrive, choose a document
2. Locate and click Share

Right-click on the document title and choose Share from
the menu

Share "Essayl'

Shared with John Miller, J A Hilderbran, Ana Gonzalez, and admin36Sstaff

Ty —
J AHiderbran X

3. Click Invite People, and in the space provided, add
the email addresses of the users you what to review
the document

4. Add a comment or instructions in the space
provided

5. Choose a status: Edit or Review

6. Click Share

Share by link

@@ Open @ Get link

OneDrive

Files

Mame

Ml Compl30l
Bl Desktops
MR . BRNaF1aeRNh el atiel - —

° M= Essayl.docx

1. Inthe OneDrive, choose a document
2. Locate and click Share

Right-click on the document title and choose Get Link
Jfrom the menu, or click the Get Link tab
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Share 'Essay1'

Shared it John Mile, 1A Hiderbran, Ana Gonzale and. ittt
B openo it guest ik

M = -1+ 3. Click Get a link to send a link to the shared document.

-| e 4. Copy and paste the link and email it to users who will
have direct access to the document.

5. Click Close

Close

View the shared with list

OneDrive

@@ Open v @ Get link
Files 1. Inthe OneDrive, choose a document
2. Locate and click Share
’ Hame Right-click on the document title and choose Share
afl Compl301 from the menu

u Shared with Everyone

(/] M% Essayl.docx

Share 'Essay1'

hn Miller, J A Hilderbran, Ana Gonzalez, and admin36Sstaff
jone with a guest fink

admin365staff
Owner

Click Shared with.

Ana Gonzalez 3 .
o 4. The list appears on the right
Download documents
1. Inthe OneDrive, choose a document

h]/ D OW I | 0a d 2. Locate and click Download

Right-click on the document title and choose
Download from the menu
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Delete documents

1. Inthe OneDrive, choose a document

.IE- D E'| ato 2. Locate and click Delete

Right-click on the document title and choose Delete
Jfrom the menu

] X
" Delete?
Are you sure you want to send the item(s] to the 3 . Click Delete again
site Recycle Bin?
This process works for one or more documents

Move documents

1. Inthe OneDrive, choose a document

E Move to 2. Locate and click Move to

Right-click on the document title and choose Move to
from the menu

Move 1 item
ML Essay.doc

Places » Your OneDrive

Choose a destination

M Compl301 3. Look to the right side of the OneDrive and check

M Deskiop choose a folder
4. Click Move here
P Desktops

Bl Shared with Everyone

9 New folder
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Places

Your OneDrive

Choose a destination

B Compl301

Ml Desktop

Ml Desktops

-I

5. As an alternative, click the New Folder icon to
create a new folder

6. Name the folder

7. Click Move Here

This process works for one or more documents

Copy documents

Iy Copy to

1. Inthe OneDrive, choose a document
2. Locate and click Copy to

Right-click on the document title and choose Copy to
from the menu

Places

Your OneDrive

Choose a destination

Compl301

Desktop

Desktops

o @bk B

Shared with Everyone

MNew folder

Copy here

3. Look to the right side of the OneDrive and check
choose a folder
4. Click Copy here

This process works for one or more documents

Rename a document

ﬁ;':; Rename

1. Inthe OneDrive, choose a document
2. Locate and click Rename

Right-click on the document title and choose Rename
from the menu
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il

Rename
Eesays ‘ oo 3. Rename the document
4. Click Save
Document versioning

&h Version history

=

In the OneDrive, choose a document
2. Locate and click Version history

Right-click on the document title and choose Version
history from the menu

Version history

3. The version history opens listing:
e Version
e Time modified
e User who made the modification
e Document size
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