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GLOBAL USER INTERFACE

OPEN
ONEDRIVE
FROM THE
WAFFLE
MENU

1. CLICK HERE

Apps

TPAPREY S OOE

Outlook

Word

PowerPoint

SharePoint

Yammer

Power Autom...

Forms

Project

Planner

Calendar

All apps —

veaeod

=
w

¢ S U Vv

/3 -
Office 365 — ' }3 Search
| ¥ W A -

OneDrive

Excel

OneNote

Teams

Dynamics 365

Admin

Stream

Lists

To Do

Power Apps

2. CLICK HERE

j You edited this f You edited t
Friat 12:19 PM Mar 16
W
ita - QT Document5 Document
m365x189604-my.sharepoin... m365x189604.shar
Shared Favorites

Modified
ittee Feedback Yesterday at 11:03 PM

gistration Yesterday at 11:03 PM

Yesterday at 1:51 PM




GLOBAL USER INTERFACE

:::  OneDrive

/4 -~ e - : SETTINGS &
£ Search HELP
h Wy 4 A . r

T Upload v g Sync #& Automate TOOLBAR

Debra Berger

E3 My files
O Recent
SORT, VIEW &
ONEDRIVE NAVIGATION .

R shared DETAILS PANEL
& Recycle bin [1  Name - Modified ™ Modified By ™ File size Sharing
Shared libraries Projects 2021 March 4 Debra Berger 0 items Private
Al Staff

~ 2 Shared Excel Docs1 - edit February 26 Debra Berger 5 items 2~ Shared
n Social Committee

2 Shared Excel Docs February 26 Debra Berger 5 items 2~ Shared
Debbie's Department Te...
DebrasNewTeamsSite Client Resources February 19 Debra Berger 1 item Private
Health Services SHAREPOINT February 17 Debra Berger 0 items Private

DOCUMENT LIBRARIES

Debra's Department Tea... February 17 Debra Berger 1 item Private
Debra's Department Tea...

a2 secret hrfiles January 26 Debra Berger 0 items 2~ Shared

ONEDRIVE USER INTERFACE OVERVIEW

A



GLOBAL USER INTERFACE

Y AN ry A = r 4 '
OneDrive SEARCH O EXPENSE All files vl /\ £03 ? a
T h | Y 4 " — — A

Debra Berger 4 Automate My files = Y O
v All fil SEARCH
iles .
B3 My files SCOPE
“O R t Whole organization
ecen

Results from All files
B Shared

& Recycle bin "7 Name Location Modified By Date modifi...

Shared libraries

Expense Reporting Sales and Marketing » Teams Wiki Data Patti Fernandez 6/1/2020
All Staff

Expense Reporting Sales and Marketing » Shared Documents  Patti Fernandez 6/1/2020
Social Committee

Director Expenses All Staff > Shared Documents > General Patti Fernandez 1/11/2021
Debbie's Department Te...

: FinanceDepartment » Shared Documents Debra Berger 5/5/2020

DebrasNewTeamSite Expense Report Forms P 9 >/
Health Services @ Sales Team Expense Report.xlsx Sales and Marketing > Shared Documents  SharePoint App 27 days ago

SEARCH ACROSS ONEDRIVE AND SHAREPOINT

DOCUMENT LIBRARIES



DETAILS PANEL

VIEW YOUR

PANEL

A Y —— r

"r"‘- n,
u;.”' Sync 537'5 Automate v

Modifig

CLICK TO VIEW DETAILS
PANEL

VIEW ACTIVITY HISTORY
WHEN NO ITEMS ARE
SELECTED

March 4

Februan/20

February 26

February 19

February 17

February 17

January 26

December 15, ...

December 15, ...

December 15, ...

December 3, 2...

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

5 items

1 item

0 items

1 item

0 items

1 item

1 item

0 items

3 items

Activity

Last week

You and Guest Contributor
edited Document5.docx

4 days ago

You created Document5.docx

4 days ago

You deleted Folder 1

4 days ago

You deleted Folder 2

4 days ago

You deleted Resources

You deleted MOWO SHOW
Outro.txt from Personal

& days ago

More details




DETAILS PANEL

SELECT A FOLDER OR FILE
TO VIEW DETAILS Al Hero

MANAGE ——
lece (_rb . ;
[ MANAGE FILE ACCESS @ %%.

December 3, 2... Debra Berger 3 items

_ Properties
November 19, ... Debra Berger 1 item

Title
November 19, ... Debra Berger 0 items
Enter value here

November 3, 2... Debra Berger 1 item _
[ Name *

FROM cuments i MANAGE FILE PROPERTIES Al Hero

August 4, 202 ) 5 Items — Apply label

o , Choose a label
May 1, 2020 Debra Berger 10 items

May

Activity

VIEW ITEM ACTIVITY

November 8, 2..  Debra Berger S ed Notes.pdf in Al
Hero
February 19

4 days ago Guest Contribu...

February 17 Debra Berger 12.9 KB ) L
. - More details




ONEDRIVE SETTINGS

ACCESS
ONEDRIVE

AND OFFICE
SETTINGS

| &% A

SELECT GEAR TO VIEW

r w SETTINGS PANEL

‘3 Sync  #% Automate

Settings X

CLICK TO VIEW OneDrive
ONEDRIVE SETTINGS OneDrive settings

Restore your OneDrive

Modified ™ Modified By
March 4 Debra Berger
adit | SET OFFICE THEME
(GLOBAL SETTING)
February 26 Debra Berger
February 19 Debra Berger Nz |
February 17 Debra Berger
Language and time zone
February 17 Debra Berger Change your language —
Janu

TOGGLE DARK MODE Dark Mode (@ )

J December
December 15, 2020 Debra Berger Password
Change your password —
December 15, 2020 Debra Berger
2point December 3, 2020 Debra Berger Contact preferences




ONEDRIVE SETTINGS

I m— N\
OneDrive £ Search
- -
o . 3 TOGGLE EMAIL
Debra Berger
g Notification Settings NOTIEICATIONS
1 Notifications
$53  More Settings Reminders for missed Sharing emails Q On
Email notification when OneDrive detects lots of files are deleted at once 0 On
Email notification when others reply to your comments Q On
Email notification when others comment on my documents Q On
Email notification when the link in a sharing email you sent was clicked 0 On
Email notification when others upload files to your file requests Q On

MANAGE NOTIFICATIONS
—

m

s



ONEDRIVE SETTINGS

REVIEW
STORAGE
AND MORE
UNDER
“MORE
SETTINGS”

OneDrive

Debra Berger

[0 Notifications

03 More Settings

Get the OneDrive apps

Return to classic OneDrive

g A\ y

O Search All file
N 4 ™ 7 A a— B4

Manage access
Site collection administrators

Run sharing report

Region and Language
Regional settings

Language settings

Features and storage

Site collection features

Storage Metrics VIEW ONEDRIVE STORAGE

Can't find what you are looking for?

Return to the old Site settings page



MY FILES
OneDrive £ Search
e -

Debra Berger

CLICK HERE TO

VIEW YOUR FILES My files Folder CREATE
FOLDERS AND

Recent Word document OFFICE DOCS

Shared Excel workbook

Recycle bin +] PowerPoint presentation Modified

Shared libraries OneNote notebook

All Staff Forms for Excel

B < cial Committee o ADD LINKS TO WEBSITES

March 4

February 26

February

Debbie's Department Te...

DebrasNewTeamSite
o N E D R I v E Health Services Temp Project February

Debra's Department Tea... Project with Client A February

Client Resources February 19

Debra's Department Tea... . o
secret hr files January 26

Work @ Contoso
New Hire Onbgarding December 15, 2020

More libraries

- shared meetings December 15, 2020

Create shared library

- Timesheets December 15, 2020
Get the OneDrive apps

Return to classic OneDrive THis is going to sharepoint December 3, 2020




MY FILES

OneDrive S0 Search
W . -

CLICK HERE TO UPLOAD FILES
AND FOLDERS TO ONEDRIVE

— - Files

STOREUPTO |8

L Shared

T Upload v <3 Sync %% Automate Vv

YOU CAN ALSO CLICK-AND-
DRAG FILES AND FOLDERS Projef_‘tg 2021 March 4
INTO ONEDRIVE

D Name Modified

Shared Excel Docs1 - edit February 26
Social Committee

Shared Excel Docs February
ﬂ Debbie's Department Te...

. ' . February 19
n DebrasNewTeamSite Client Resources ’

u Health Services Temp Project February 17

I N ' O U R n Debra's Departmem Tea... Pr'oject with Client A Febrq_:ar"_-,.f 17

ﬂ Debra's Department Tea... . o,
secret hr files January 26

B Work @ Contoso

New Hire Onboarding December 15, 2020
More libraries

shared meetings December 15, 2020

Create shared library

- Timesheets December 15, 2020
Get the OneDrive apps

Return to classic OneDrive THis is going to sharepoint December 3, 2020



MY FILES

1 4\'[e

ONEDRIVE
TO YOUR
COMPUTER

LEARN MORE AT

MOWO.CA

Y AN

1. CLICK HERE TO
START SYNC

My files

D Name
Projects 2021

A Shared Excel Docs1 - edit

2. FOLLOW ON-SCREEN
INSTRUCTIONS TO SYNC FOLDERS

AND FILES

Temp Project

Project with Client A
secret hr files

New Hire Onboarding
shared meetings

Timesheets

THis is going to sharepoint

Al Hero

Contoso Electronics

O Search

/"‘\
o Sync

£#3 Automate v

Getting ready to sync...

We are connecting to OneDrive on your device.
Copy library ID to configure this library to sync

automatically.

If there is no response, you may need to get the lat

version of OneDrive.

Movember 19, 2020 Debra Berger

Movember 19, 2020 Debra Berger

251

File size

1 item

5 items

5 items

1 item

0 items

1 item

0 items

1 item

1 item

0 items

3 items

1 item

0 items



MY FILES

MANAGE
FILES WITH

CLICK TO CREATE OR REVIEW
YOUR POWER AUTOMATE

“FLOWS"”

My files

[

Projects 2021

Shared Excel Docs1 - edit

Shared Excel Docs

Client Resources

Temp Project

Project with Client A

secret hr files

New Hire Onboarding

shared meetings

Timesheets

THis is going to sharepoint

— -~

ﬁE Automate

All files ~~
-

222 Power Automate Create a flow

See your flows

Modified >~

March 4

February 26

February 26

February 19

February 17

February 17

January 26

December 15, 2020

December 15, 2020

December 15, 2020

December 3, 2020

Modified By

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

Debra Berger

File size

0 items

5 items

5 items

1 item

0 items

1 item

0 items

1 item

1 item

0 items

3 items




MY FILES

DOWNLOAD, MOVE, COPY, DELETE AND
RENAME FILES FROM THE TOOLBAR

TAKE ACTION
WITH THE

OneDrive

Recent

Shared

Recycle bin

ed libraries

All Staff

Social Committes
Debbie's Departr

DebrasNewTeam

Health Services

Debra's Department Tea...

Debra's Department Tea...

Work @ Contoso
More libraries

Create shared library

the OneDrive apps

irn to classic OneDrive

£ Search
b MF W

|22 Share @ Copylink EJ Request files | Download

My files

D Name “/

Projects 2021

ALTERNATIVELY,

RIGHT-CLICK ON ANY FILE OR FOLDER
TO ACCESS THE SAME FUNCTIONS

Project with Client A

secret hr files

New Hire Onboarding

shared meetings

Timesheets

THis is going to sharepoint

Modified

Share

Copy link
Request files
Manage access
Download
Delete

Move to

Copy to
Rename
Automate

Details

December 15, 2020

December 3, 2020



MY FILES

L Search All files ~ / |
MF W =~ w *

CLICK HERE TO SHARE

ANY FILE OR FOLDER 2> Share @ Copylink  £3J Request files - I= Sort v

Send link ~

My files
'@' Anyone with the link can edit > SHARE LINK SETTINGS

h : Modified... ™  File siz
@ Megan Bowen X

RECIPENTS OF SHARE
® PpattiFernandez X LINK EMAIL

A N D . Debra Berger 5 items
Add another j’ v

Can edit

F o L D E Rs Message.. j Make any changes EDIT PERMISSIONS

X Can view

Cannot make changes

Debra Berger 0 items

Debra Berger 1 item

CLICK TO COPY SHARE @ o]
LINK TO YOUR CLIPBOARD Debra Berger 0 items

Copy link Outlook

Ne . oo

- Debra Berger 1 item
o J



MY FILES

L Search All files ~ / |
- MF W =~ w *

& Share @ Copylink EJ Request files |= Sort v

Link settings .

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

SHARE FILES (@) : : o o
R e AL @) Anyone with the link Modified.. ~  File sis
|§| People in Modern Workplace with
(v 7 the link Debra Berger 0 items

'R%' People with existing access

Debra Berger 5 items
(&) Specific people
- Debra Berger 5 items

Other settings
Allow editing

Debra Berger 1 item

Debra Berger 0 items

THIS SETTINGS IS THE Expires Thursday Apr 1 2021
ONLY ONE THAT INCLUDES

AN EXPIRATION DATE AND e ; Debra Berger 1 item
PASSWORD OPTIONS 0y petpasswol

You will need to provide the password to others Debra Berger 0 items

Apply ‘LCE"‘ B Debra Berger 1 item



MY FILES

L Search All files ~ / |
- MF W =~ w *

& Share @ Copylink EJ Request files |= Sort v

X

Link settings

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

Bk N: Ii:__@____:i' Anyone with the link Modified.. ~ File siz

LINK IS FOR INTERNAL |§| People in Modern Workplace
USE ONLY ~ with the link

B Peoole with exicti SHARE LINK MAINTAINS
h \&8/ Feople With existing access EXISTING USER ACCESS
LINK LIMITS ACCESS TO @ specific people

SPECIFIC EMAIL ADDRESSES Deb|a|5‘e|ger 5 items

Other settings
Allow editing

Tel Debra Berger 0 items
Apply ‘ Cancel ‘

Pre, . ) Debra Berger 1 item

Cli

Debra Berger 1 item

secret hr files January 26 Debra Berger 0 items

New Hire Onboarding December 15, ... Debra Berger 1 item



MY FILES

7 -
All files ~~ T?_\ ﬁ‘
—— i waw v w7y M

ACCESS VERSION HISTORY BY Version History
RIGHT-CLICKING ON DOCUMENTS

Modified Date Modified By

Feb 5, 2020 Debra Berger

VlEW AND RECOVER OLDER 3.0 Feb 5, 2020 Debra Berger
VERSIONS OF OFFICE DOCUMENTS

Feb 5, 2020 Debra Berger

Feb 5, 2020 Debra Berger



RECENT

y Iy 4 -— 7 A
:::  OneDrive ,\ A L Search
. TEN waw T v

Debra Berger

B3 My files
|
CLICK HERE SCEL Recent
2 Shared
@ Recycle bin [ Name Last accessed

GROUPED TOGETHER BY
DATE LAST ACCESSED Last week

_ _ % Document5 Fri at 1:02 PM
. Social Committee = Debra Berger's OneDrive for Business » ... > Documents -
Debbie’s Department Team

Document

: . _ Friat 12:19 PM
SharePoint - Modern Workplace » ... » Shared Documents

INCLUDES DOCUMENTS Debbie’s Department Team Notebook
A C R 0 S S S H A R E P 0 I N T T 0 0 ; SharePoint - Modern Workplace » ... » SiteAssets

Thu at 10:27 AM

Debra's Teams Team Meeting Notebook

. _ Wed at 3:48 PM
SharePoint - Modern Workplace » ... » General

Debra’s Department Team (N

QUICKLY

B Work @ Contoso

More libraries

Debra's Department Team Notebook

Create shared library N] ok _ _ Mar 11
SharePoint - Modern Workplace » .. » Sitefssets
Three weeks ago
Document iar S
f= SharePoint - Modern Workplace » ... » Second folder for Megan e
N Group Library 9 - Yammer Notebook iar |
SharePoint - Modern Workplace » ... » SiteAssets )

- M

q | ! Test to see if this ends up in team sharepoint site



SHARED

OneDrive ,_‘,f'

Shared with hared b TOGGLE "BETWEEN SHARED WITH YOU”
Debra Berger ared with you  Shared by you AND “SHARED BY YOU”

3 My files

O Recent Popular around you

o Shared
Patti Fernandez maodified Patti Fernandez modified MOD Administrator modif... @ Megan Bowen modified

& Recycle bin o Mar 11 5 Nov 8, 2019 Aug 6, 2020 Feb 9

Shared libraries [fl= Contoso Company Go... [+« Investor Relations Me... E3:: FY Finalized Budget PI... = New Plan for 2021.docx (W)

Al Staff

H Social Committee

ﬂ Debbie's Department Team Shared with you

n DebrasNewTeamSite
[ Name Date Shared | Shared By SlEls Gylale
H Health Services SHARED

13 days ago . Megan Bowen
H Debra's Department Team... Tgmpl&;;teg , i ays ag g Meg
zites » AllStaff » Shared Documents FILE L 0 CAT | 0 N
n Debra’s Department Team

P IE Investor Relations Meeting Presentation.pptx 2 hours ago o Patti Fernandez
B Work @ Contoso personal » pattif m365x189604_onmicrosoft_com » Documents

VIEW FILES AND FOLDERS




SHARED

:ii  OneDrive y ;ﬂ O Search All files ~ S

TOGGLE “"BETWEEN SHARED WITH YOU”

Shared with vou Shared by you
Debra Berger y Y AND “SHARED BY YOU”

£ My files

O Recent Shared by you

o Shared

@ Recyde bin Name Location Activity

SELECT A FILE OR FOLDER TO
UPDATE USER ACCESS

Documents Debra Berger

5 new ways to work in Word.pdf modified 8/26/2020

Debra Berger

Documents
H Social Committee 9FTohbs.png modified 7/2/2020

ﬂ Debbie's Department Team Al Here Documents Debra Berger

modified 2/19/2021
n DebrasNewTeamSite

A Attachments Debra Berger
Health Services invoices modified 12/9/2020

ﬂ Debra’'s Department Team... WE Documents Debra Berger

Contoso Purchasing Permissions - | modified 4/30/2020

VIEW FILES AND FOLDERS




RECYCLE BIN

:::  OneDrive

Debra Berger ] Empty recycle bin MOVES ITEMS TO “SECOND

STAGE RECYCLING”
B3 My files

EMPTY OR e
£ Shared

CLICK HERE & Recycle bin 1 Name v Date deleted | Deleted by C

R E s I O R E st e Folder 1 3/19/2021 10:36 AM Debra Berger D

B Al staff

3/19/2021 10:26 AM Debra Berger D]

D E I E I E D UP TO 93 DAYS FROM 3/18/2021 848 AM System Account D
ﬂ DEbeE" 5 Departrnent Tei u DAT E D E L E T E D ”

n DebrasNewTeamSite 3/18/2021 8:48 AM System Account D

ﬂ Health Services
= 9a8b8168-71b6-4a44-bff3-f27ff5...  3/18/2021 8:48 AM System Account D
ﬂ Debra's Department Team...

Debra's Department Team Resources 3/17/2021 2:50 PM Debra Berger D

Y O U R B Work @ Contoso S MOWO SHOW Outro.txt 3/17/2021 2:50 PM Debra Berger D

More libraries

J

Images 3/17/2021 2:49 PM Debra Berger D

Create shared library

R E ‘ Y‘ I E B I N Private Info 31772021 2249 PM Debra Berger D

Pictures 3/17/2021 2:49 PM Debra Berger D
Desktop 3/17/2021 2:48 PM Debra Berger D
=) cea395af-9908-4ee3-8455-ce597...  3/16/20218:39 PM System Account D

Get the OneDrive apps



SHARED LIBRARIES

OneDrive r $ L9 Search
..’ \ ,‘ h =

Debra Berger B Go to SharePoint Home

B3 My files

ACCESS SHAREPOINT Shared libraries
DOCUMENT LIBRARIES

ecycle bin

Frequent

ACCESS TO
YOUR

=

Wi
= o

[l Social Committee
Social Committee

Debbie's Department Team

DebrasNewTeamSite n DebrasNewTeamSite HS Health Services

Health Services

Debra's Department Team...

. - Debra's Department Team Work @ Contoso
Debra's Department Team

Work @ Contoso

More libraries CLICK “MORE LIBRARIES

Followed

Health Services n DebrasNewTeamSite
m New Department Viva Topic Center
Get the OneDrive apps

Create shared library



SHARED LIBRARIES

r 4

v W7
. 65
SEARCH ACROSS YOUR LIBRARY A Search Current library 1’. 7 €3 ?
: " i1 AN ™~ f""? %

L 4 h W

Debra Berger
B3 My files N All Staff LINK TO SHAREPOINT SITE Go to site 77

@ Recent

& Shared + New ~ 1 Upload ¥ <& Sync ) Add shortcut to My files Kl Exportto Excel -+ = All Documents ~ (D
@ Recycle bin

Shared libraries

Al Staff

Social Committee D Name Modified > Modified By Approved Approved Date

All Staff > Documents

Debbie’s Department Te... General June 5, 2020 Patti Fernandez

DebrasNewTeamSite

H Health Services

Survey Responses February 22 Debra Berger

February 22 Debra Berger

CREATE AND MANAGE
WITHOUT LEAVING ONEDRIVE




HELP MENU

s,
All files l?? CLICK HERE 7 “

w &aw 71 2 -

Help X

s EA RC H L Search help

ONEDRIVE
odified By File size Sharing

H E L P F O R bra Berger 0 items Private

bra Berger 5 1tems o Shared
VIDEOSAND —~ ~ =
bra Berger 1 item Private Collaborate with other people on files in

real time. Share your files and folders
A R I I c L E s B ' bra Berger 0 items Private easily with OneDrive.

Learn how to share files

bra Berger 1 item Private
M I c Ro s O I I bra Berger 0 items f* Shared Featured help
bra Berger 1 item Private Fix OneDrive sync problems
Delete files or folders
bra Berger 1 item Private

Find lost or missing files




ACCESS YOURFILES
FROM NEARLY ANY
DEVICE,
ANYWHERE.

NO FLASH STICKS
REQUIRED.
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