Is easier to understand if you consider it as
two main parts, interconnected by OneDrive!

0365 OneDrive
Installed 0365 Web
Apps Apps
Program installed Accessed Online
locally on PC or via Web Browser

Device
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Web Version vs App Version: Key Differences!

 The Web version of OneDrive is accessed via a browser such as Chrome or Firefox. You can access your SCC Files
from a browser anywhere by logging in to the SCC Hub and clicking on the OneDrive link on the top right of your

screen. You can upload files from regular folders into OneDrive from the Web App. The OneDrive Web-App is
part of a full suite of web-version MS Office apps available in-browser.

 The OneDrive Installed Application will give you access to Local Windows Folders that mirror and automatically
sync with your SCC One Drive Cloud Storage. This folder will appear and operate just like any local Windows/File

Explorer folder with a few differences to account for sync and sharing status. Any modifications made to files in
this folder are synced to the cloud in real time!




Web Version vs App Version Key Differences continued:

What do I do? Where can you find me?
 Allow access to files from a Web Browser Just click on “OneDrive
OneD rive ANYWHERE from the top right of the
SCC Hub!
Web Ap P « Allow you to directly open files in

Email OneDrive  Sitr ;

browser-based MS Web Apps*

(*an option to then open in local app exists)

Accessed Online
via Web Browser

» Allow upload of files from local folders

Where can you find me?
\N h at dO I d07 * Log into the One Drive App and you will see a blue

(SCC) or white (Personal) OneDrive cloud icon in

PC
Application
Program

installed locally
on PC or Device

Allow access to your OneDrive files via
one or more Windows Folders ON
YOUR PC or device file system

Allow you to directly open files in
installed MS Office Apps

Allows saving, transfer, deletion of
OneDirive files in a regular Windows
10/11 Folder

your system tray!
*  You can also launch from the Start Menu, the file
explorer or a shortcut!

Start Menu Click File Explorer > ™
o OneDrive Folder

o

P onedive

lg- OneNote

G

~ #% OneDrive - Southeast Community College

Attachments

je. r[ype here to search

Docurments

-
OneDrive Cloud lcen >@ i Faculty

(Bottom right, System Tray) e

HumanResources



Windows 10/11 should
have OneDrive installed
by default, but it will
not sync until opened
and logged into.

To begin, click on the
Start Button, then
choose the OneDrive
app from the Start

D Office
Office Lens

m NE‘A"

P OneDrive
&

N:r OneNote
|
O NF OneNote 2016
= O o

You can also Search
for OneDrive in the
Search Box or button
next to your Windows
Start Button.

2

& Microsoft OneDrive

Once you open the
OneDrive app, you Set up OneDrive

Wi ll see the Set u n Put your files in OneDrive to get them from any device.
OneDrive screen

and will need to
enter your SCC Hub
Credentials

Once you have completed sign in, your blue (SCC) or
white (Personal) OneDrive cloud icon will appear in the
system tray. You are ready to go!
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Location of your OneDrive folder
is shown, you can open via File
explorer, shortcut or Blue Cloud
Icon on bottom right!

Your PneDrive folder

Your OneDrive folder is here

Change location

The system will default to sync
your Desktop, Documents and
Pictures Folders.

We normally recommend
UNCHECKING these options (shown,
bottom right) as any duplicated files

from across multiple PCs will be
renamed as COPY, and it can be time
consuming to determine which files
are the most current.

These settings can be adjusted later
via the Cloud Icon > Settings

OneDrive App- Installation Options

& Microsoft OneDrive

Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,
backed up, and available on your other devices even if you lose this PC. Learn maore.
P o
-
Desktop Documents Pictures
172 KB 1 MB 1KB

Space left in OneDrive after selection: 1,002 GB

& Microsoft OneDrive

Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to CneDrive,

backed up, and available on your other devices even

- - o

Desktop Documents Pictures
172 KB 1ME 1KE

if you lose this PC. Learn more.

Space left in OneDrive after selection: 1,002 GB

['T:. Unselected folders won't be backed up. You can change this at any time by going to OneDrive
=  Settings.
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One Drive Symbols and Cloud Icons.

What do they mean? Why are they there?

All files and folders
accessed via the
OneDrive App will have
one of three status icons

Right-clic

available offline.

A red X on your cloud
means you are not signed in
or you are having a syncing

error:

Click to log in or view the
error

To log in, just enter SCC
Credentials to fix!

Terms of use  Privacy & cockies .- -

11:08 AM

o
Application Shortcut 1
pplication Shortcuts £ AT %_l_

Blue Cloud = OneDrive
(School/Business- Your SCC
OneDrive should appear blue)

i . Un
Southeast Community College b

ln
Jp

White Cloud
= OneDrive
(Personal)

eDrive - Personal
to date
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> Microsoft OneDrive — Cloud Icon for PC App

Click on cloud icon in system tray (Available after logging into the OneDrive App) on bottom right to begin!!

DneD B ¥ 23 D ollege - |EI|£|
. ol
T - Users = Matt ~ OneDrive - Southeast Community College - Search OneDrive -... *
l\ J'”'\ J P vy o v lm] I Ear nesrive lH (™3 @ My files - OneDrive X +
File Edit Wiew Tools Help
. < C @ O 8 hitps://sccedu-my.sharepoint.com/pe 5-:-‘V_.-‘r“?#ﬁist_e*:u_-'_ ayouts/15/onedrive.aspx?y
Organize Indude in library «  Share with = Burn  Mew folder = - E:l IZ@ZI - P f : ‘ e : I
- @ User Info %ﬁ Password Reset @ Datatel Duplicated A... @ HUB R ToDo @ VIC [ Misc ':' Courses m 4 Step-by-step guid... = Use Group Policy setti...
[ Favorites I .
B Deskiop Y - N I 2 onebrive  Click + Add new 0
§ Downloads & E S 5 F to upload files and
| Recent Places [ [ I Id
Ll i i higy. fobe Jolders .
& OneDrive - Southe: Q — Q " o = o Hi, I + Add new My files
@ OneDrive - Person: ExcelFiles HelpDeskDocument MainFolder PowerPointFiles _

5. Worksheets

=4 Libraries - ‘l B

Matthew C Hosch 0 Name Modified + ~ Modified By ~

| Documents : - () Home _ .

B Musi | E E: X E= Recordings April 18 Matthe
@' Music !

il o~ I} B2 My files
k= Pictures E " 4 . .
B Videos ° 0.—“- g Q s Whiteboards April 18 Matthe

Presentations WordFiles Book 1 Book

h&- Homearoup ¢ Favorites Attachments February 13 Matthe

@ Recydle bin
18 Computer — o Faculty January 29 Matthe

‘F;., Original Boot Drive Browse files by
DVD RW Drive (D) 5 . - ? F _P — o o Main Folder.HelpDeskll January 2 Matthe

) oCUmen _Day_3_ ongFormProcess| People
= RECOVERY (£ ' e astesandDrops ~ P
—w Original Boot Drive Meetings Microsoft Teams Chat Files September 25, 2023 Matthe
e USE3OFD (K3)

& Microsoft Office C B Media CED
e Microso e L HumanResources August 28, 2022 Matthe
i?l_-l Network b Quick access
8 MATT-PC Ll . MainFolder.HelpDesk August 27, 2022 Matthe
11 items
& 0 UJpe 0 nevu P rolde
» » - - - Open folder View online More
U ULLU Op our OneD hrowee > Ma o¢ vie oaLlire
plaer a pDCal @ 2 Q - 07 A = " 0 oS (@ 0
0 0 g 1 =



Uploading/Creating Files in OneDrive Via Microsoft (Office 365) OneDrive Web App

You can access your M365 Web App: M365 Web App:
QUTE e oo Click * Navigate to the folder/file you want to
right from the SCC Hub :
: . ] upload to OneDrive
main page! Just click on You can: . : L ”
the “OneDrive” link on 1. Create a new folder » Click on it and click “Open
the top right to open the 2. Upload Files or Folders * NOTE: The file still exists in the original
3 3. Open anew Office . . . .y
OneDrive M365 Web App A ent i ol One location. Once this is done, it is
- Darive file folder recommended to work from the OneDrive
o ; - _"} - _L cloud-synced copy and consider the
t.TRans.Cen | Other Bookmarks ies OneDrive

original location to be archival.

Matthew C Hosch

@& File Upload

Createin: €D My files ~ < v 4 M > ThisPC >

( Home

,Q Search

Folder

Organize « Mew folder

| © My files
= This PC
Oa [ ilac A
<5 Shared &) Files upload B 3 Objects
[ Desktop

= Docurnents -

Y Favorites £8 Folder upload

2] Recycle bin

4 Downloads C E device.managem Microsoft Teams
ent.error

Word document
Browse files by D Music
i Excel workbook

& People | Pictures

ﬁ Videos

ezt PowerPoint presentation

P ew | OneMNote notebook File name: | Capture
Media CED P

i Forms for Excel Cancel

Quick access



Uploading Files in OneDrive by adding to OneDrive Folder in Desktop Application
Files added to this folder are also automatically synced to OneDrive Cloud storage

o
J U <
» N N »
0 0 ~ A - ‘
U ¢ 0 ] -
‘ Jpe
de it
s ®
< < LU < Open folder yiew online
610 P 8 B ]
| -
Home Share View
FJv
Move to Delete ~
= [ e M
Pintouick Copy Paste Copy to Rename New Properties
acc ] folder <
Clipboard Organize MNew Cpen
<« S » On. » Temp.. v | O Search Temporary.Delete
nvas L
change.Email.to.Android.|phone
I@coln T— TT—
cPhotos = -us-'! et
@ OREDrive - Southeast Community College @ SmartSelect 20 @ SmartSelect 20
210930-132237 210030-132321
@ C e Cloud Files _Gallery _Gallery
@ OneDrive - Southeast Community College h
[ This PC
§ 3D Objects
[ Desktop
=| Documents
; Downleads
b Music &7

2 items

Adding < Jrad and pra
]
DY (] Nl e
- 1 - - Araaued
U = € 0] D U DLUE
JnelL : 0 P(
LN ]
U 0 “q0[s
¢ U 1 DU 2 OpeEiId
1 e U - U ~«q0 U
U = U =2 U 0 = U -
Help
e
o
(7]
FH select al
Select none

25 Invert selection

Select

ﬂ __-Lﬂ e o it o

@ SmartSelect_20 SmartSelect_20
210930-132237 210930-132321
_Gallery _Gallery

Zjaiae .|% Move to Ternporary.Delete

Add ‘ z AS exa DILE
' 0 d PC w0 P 10
. 1D »
EI Save As
&« « 4 @ » OneDrive - Southeas... » w & Search One
Organi MNew folder
A
hotaos
@ On - Sout| l
EI Micr owerP
B livie Temini @ Documentatio @ Doc
|‘ OneDrive - Southeast Community College‘ n.Training.Pres
entations
v [ This PC
J 3D Objects ‘\-\
[ Desktop l ) ,L )
gD t P
=| Docurnents el
& Downleads Files.By. Type & MainFolder @ Micr
b Music 7 Tea
File name: | OFFICE 363 OVERVIEW FILE REPLACEMENT
Save as type: | PowerPoint Presentation
Authors: I Tags: AdHs tag

A Hide Folders

Tools -
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OneDrive Online and OneDrive Desktop/Tablet App

OneDrive Installed App OneDrive Online
* Files/Folders are Accessible Offline (only synced
files showing green checks will be accessible offline. See next * Must be accessed th rough Web
page for syncing steps) Browser

* Copies and syncs files to PC Hard Drive AND
the OneDrive Cloud depending on settings

e Files are Downloaded from Files
Screen into local folder. This does
* Accessible from File Explorer, Start Menu, NOT remove them from OneDrive

System Tray Cloud Icons
e Drag and Drop= Copy & Paste and

* Drag and Drop= Cut & Paste and works both only works one way (Into Online
ways Folder)

v |
= unsynced file (opening will sync file if online) m @ )
;' = synced file (can be opened on or offline) PRSI i
= permanently synced file @lways keep on this Shortcuts R ASaeTd 10:07 AM %
device selected for file or folder) RA 2/21/2020



How can | make sure that
my files are always synced
to my PC?

Go to your local/Desktop
OneDrive folder in File
Explorer*, right click and
select the option Always
Keep on this device*

*This will change all associated file/folder
icons from the blank cloud to the full green
checkmark to indicate that the file is now on

the device hard drive permanently

*Click on Folder
icon to open File
Explorer

B Deskiop
MiscPhotos
Office 365 Overview Revision

Revision Photos

@ OneDrive - Personal

@ OneDrive - Southeast Community Colleg

v [ This PC
J 3D Objects
B Desktop
= Documents

& Downloads

ﬁ Videos
i Local Disk (C:)
2\Staff) (M)
= Staff Shared (O
My Students (5:)
ThinApps (\scemfs03Apps) (T:)
User Home Drives (U:)

studentshared (\\scomfs01) (2]

¥ Metwork

44 iterns 1 itern selected 19.3 KB

es-of-onedrve
-include-mic...

211d975b.pn

[y —
& 2019-10-04 -5 @ 2019-10-04 10-
Expand
Open in new window
Pin to Quick access
Add to VLC media player's Playlist
Play with VLC media player

View online

Free up space™._/

Give access to
Snagit

Restore previous versions

Scan for Viruses...
Include in library

Unpin from Start
Send to

Copy

Mew

Properties

of-a-free-oned
rive-cloud-st...

e 2019-10-07_13-
13-09.png

——t 11
019-10-11_11-
2-49.png

ffolderstart201
$-10-11_7-14-2
Lmpd

d-icon-micros
oft-office-ne...

@ 2019-10-07_13-
18-56.png

@ 2019-10-11_7-0
5-38.png

@ 2019-10-11_11-
08-37.png

© FIVE2019-10-08
_13-03-40.png




N Drive VS OneDrive

&N Drive ©®0OneDrive

® Local Server based & Cloud Based

¢ 5 Gigabytes Storage & One Terabyte Storage

& Need VPN to access Off Site & Accessible Anywhere

& Access Always Network & Can be Synced to Local
Dependent Hard Drive

& Visible to assigned Faculty
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Sharing can be done from within a MS Office Application file that is saved on OneDrive,
from OneDrive Online, or from the OneDrive Desktop App within a Folder.

Share from within MS Share from
D g - | Word Example Example

CDC AABBCCDL AGBCCD( o o : . : :

= | 8 sela” right select File or Folder Butt '
| Editing g ] utton or Icon
Select recipients by entering

Share ’ Email Address
Invite people

sharegfint.com

Canedit ~ N
@ User Info '\ﬁé Password Reset @ Datatel Wuplicated A... @ HUB R Togb @ vic [ Misc i Courses m @ Step-by-step g
Include a message (optional)

After clicking Share specify your
destination(s), choose view only

or edltlng Status’ and click >Send Open v (& Share &3 Copylink Ti] Dele@ <% Favorite Adg

[Share the selected item with otherfleople

Share "Random Text Doc.txt" i MainFolder HelpDesk

Automatically share changes: | Always -
¥ g y Py 6\ » (A Home

Documents February 18,
B My files

y Can edit

@ Add a message Ve any changes &8 Shared Random Text Doc.txt 6 days ago

o Canview vy Favorites IMG_7694.jpg

Can't make changes

6 days ago
@ Recycle bin

‘ & Copy link | 3 ‘ Browse files by

IMG_7049,jpg May 16

IMG_7050.jpg May 16




Shared folders and files can best be viewed and accessed via Online OneDrive
Sharing can be initiated from regular folders or while viewing already Shared
Folders!

U g Q Dle DN g DPLIC 0
U > U
0 = : 0 U U
U U
a a [] [] U o]0 2 [J 2
» U U - U
U U
@ UserInfo  E&assword Reset €3 Dat. T
@ User Info &5 Password Reset () DaMgel Duplicated AO.. @) HUE X To Do e n fl‘]':'ira‘lj‘je—mm—pm t\ E—
T Open
g ewr_20e_ch02_ppt 1 Open Iocation

My Files

ewr_20e_ch03_ppt

Q My Files
Matthew @ Hosch . o
+ Add new With you By you -
(R H e [P ewr_20e_ch04_ppt <% Favorite
My Files
B = Oe chO | | Add shortcut
ewr_20e_ch05_ppt.minimal.partia
&3 Shared M: Name - L L Y.
Y¢ Favorites (shared| H ewr_20e_ch06_ppt.Partial | Download
(>hared) ome - -
= & Chapter 28 Pe a My Files
Recycle bin E .
Browse files by
0 9, (l 9, ¥ ()
& People
Arid Dp (l AUD (dLed
Meetings
4, 4, 9, OCULLO
B Media CED



Once you have opened the Manage Access tool, there are a
number of options available!

Directly send sharing link Send

Link with Share Button Manage Access Grant access

to additional
users

@] ewr 20e_ch01_ppt.pptx

& Share (= Stop sharing

View People, Groups or
with the associated for this file
permissions

Q. Search displayed names

o Note the different sharing
Search within =~ permissions listed on the right
list of users and the chart below.
with access . Be careful to give editing
' access only when needed!

Can edit
Make any changes

=, Can view
Can't make changes

¢ Can edit . Can't download
Can view, but not download




ot

Check out our IT Help Center

' Southeast Community College  walkup areas on Lincoln and Beatrice
Campus!

The SCC Help Desk is here for you!

Lincoln- Across from Main Bookstore
Beatrice- in the LRC (Closed during Summer)

The SCC Help Desk is here for you! If you have questions
regarding Microsoft 365, Logging in to the Hub, Canvas,
OneDrive, or any IT related matter, please contact us!

We can assist directly or get you to the right SCC Resources!

Call at: 402-437-2447
Email us at: helpdesk@southeast.edu

(0]

Visit the Help Desk website at: https://www.southeast.edu/helpdesk/index.php



mailto:helpdesk@southeast.edu
https://www.southeast.edu/helpdesk/index.php
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