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OneDrive Overview
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OneDrive Gateway to Collaboration

Access 0365 Online Apps Distribute Data
- Word Online - Sharing

- Excel Online ‘ - Download
- PowerPoint Online - NO need for VPN

Online
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Consolidate Data d

- ‘C, 'V, ‘T drives
- Other lettered drives
- Data on shared drives

On the desktop
‘OneDrive for Business’

—
i
O

—

OneDrive is a cloud based mass storage facility for staff specific data. Items found in
desktop ‘C’ and server based ‘U’ and ‘T’ drives are what should be placed in OneDrive




OneDrive OneDrive cloud — OneDrive for Business

General:
OneDrive is actually two products, One element is in the cloud (OneDrive cloud), and
the other element (OneDrive for Business), is on your desktop. They work with each

other to help to manage the user experience while keeping all the data synchronized.

It provides a great deal of storage (1 TB) which can be shared and accessed from
basical Iy anywhere. (although OneDrive online is only accessible if one has Internet connectivity) .

When you place or update a file in either OneDrive cloud or OneDrive for Business
the data will be synchronized with the other automatically

Accessing OneDrive:
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Online: Desktop: (OneDrive for Business)

-
®

BN O CE 265
.

-

Use desktop Icon to launch Office 365 Accessed from the desktop
OneDrive online is accessible from there like a file folder
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OneDrive for Business
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OneDrive for Business Starting OneDrive

Use desktop

icon to launch =@ ]=]

: =
OneDr|Ve for %v|ﬂ b Frey, JonS. » OneDrive - Montgomery County Government » v ‘ + ‘ Search One.. O | .g
Business File Edit View Tools Help g
Organize * Include in library Share with « New folder B= - ()

9 1/ S

- =

i+ Favorites * Mame Date modified Type %

10 IECompatCache S

@ All Other 3/6/2015 1:18 PM File folder o

| [ETldCache |
i Links D @j ~Sedrive Storyboard.docx 3/9/201510:00 AM  Microsoft’ %D

in =

] @ desktop.ini 3/9/2015 8:34 AM Configural T

@ Local Settings = ) ] ) =

H MyD OneDrive for Business (3-6-2015).ppte 3/6/201511:33 AM  Microsoft [a)

] t ..

& My Documen g Onedrive Storyboard.doc 3/9/2015 %:39 AM Microsoft” | S

] ocuments B

4 ] @ WIIl Fail#.pdf 2/13/201511:42 AM  Adobe Aar 5

U My Music =
=] My Pictures =

. I

My Vid

3 1" > v i 3 &
. )
6 items o
=
o

It opens the

OneDrive for
Business
folder

Note: When you drag files from the desktop into OneDrive for Business they
are moved and not copied and synching will begin with OneDrive online
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OneDrive cloud Starting OneDrive from Office 365

Use desktop
icon to launch
Office 365

[ heps: path/mail D= @ B il - Offce 35 Test- Outl,
ile  Edit View Favortes Took Help
5 B ¥ ThenTable7-17-15 B Office of Emesgency Man... [ Home - IntraneiDedd [ Department of Technalog... ¥ Lynda.com & 5CC1 4 Breaki TopSto... E) Hezdines .. 2] Viek theMontgo... [ CHM.com - Beaking New... 1 Web Stakeholders Group
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Opens Office
365 home
screen (OWA)




OneDrive cloud Selecting OneDrive from Office 365

aﬂ https://outiook office365.com/owa/Trealm=montgomerycountymd.govEpath=/mail P-ac Bﬂ Mail - Office 365 Test - Qutl... %

File Edit View Favorites Tools Help

[ m If Then Table 7-17-15 m Office of Emergency Man, @ Lynda.com a SCCM Reports8-15 . Breaking News & Top Sto. a Breaking Mews Headlines .. é:] Welcome te the Montgo.., m CMM.com - Breaking New... ﬂﬂ Web Stakeholders Group

@ Home - IntranetDevl @ Department of Technolos

Word Online Excel Online

PowerPoint OneNote
Online Online Newsfeed
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We didn't find anything to

A Groups s new show here. Select an item to read.

R Staff then selects the tiles
foe the OneDrive tile

Groups bring people together. Join a K when you sign in

group or create one.

Office 365 — Transition




OneDrive cloud Home Screen

@ https://mcg poi I/o365test | rycountymd_gov/Documents/Forms/All.aspx P-acd @ (OneDrive for Business

File Edit View Favorites Tools Help
- E If Then Table 7-17-15 @ Office of Emergency Man... @ Home - IntranetDevl m Department of Technolog... @ Lynda.com a SCCM Reports8-15 4% Breaking News & Top Sto... a Breaking News Headlines ... awEI(ﬂmEtﬂthEMﬂﬂth‘.. m CNN.com - Breaking New... Eﬂ Web Stakeholders Group

% Office365 = OneDrive 2
=
P canonenne OneDrive @ Montgomery County Government g
Documents e
Documents S
Recent =
Shared with me Welcome to OneDrive @ Montgemery County Gevernment, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss %
Followed S
New t Upload & syne ':. Share @)
Site folders ® - re o |
Recycle bin v D Name Modified Sharing Modified By g[)
0365 Converter test ae August 18 6 Onffyyau W Office 365 Test % 3
v Groups Shared with Everyone o December1 2014 88 Shared M Office 765Tast
Test files for converter e August 18 8 Onlyyou M Office 365 Test
Test files for converter - Copy e Juneld 8 Onlyyou MW Office 365 Test
(%]
Chicago Questions 4-22-14 - Copy v April 22, 2014 B oOnlyyou M Office 365 Test . . c
[g]
General Migration Activities (4-4-14) e April4, 2014 8 Onlyyou M Office 365 Test O n e D r I Ve 0 n | I n e |:
General Migration Activities (4-6-14) - Copy e JUnel0 8 Onlyyou MW Office 365 Test H O e Pa e Vie |
e m g W 10
¥ Microsoft Office 365 TOMG Briefing (11-18-14)(FinalFinal) v May1 8 Onlyyou M Office 365 Test Te)
(99}
0365Test Doc 6-16-15 oo Junelb 8 Onlyyou MW Office 365 Test )
¥ 0D for Bus synch s« Mondayat7:24 AM @ Onlyyou M Office 365 Test ::)
G
@ Presentation we Mondayat7.23AM 8 Onlyyou M Office 365 Test (@)
Drag files here to upload

Note: When staff logs onto OneDrive for the first time there
will be no files or folders displayed.
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Bad File Name Handling
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OneDrive llegal Characters / File Types

Invalid file or folder name characters

If a file or folder you're trying to upload to OneDrive for Business contains any of the characters listed below, rename
the file or folder to remove these characters. The list of invalid characters is different on Office 365 and SharePoint
2013.

INVALID FILE OR FOLDER NAME CHARACTERS IM Invalid file or folder name characters in OneDrive for
OMEDRIVE FOR BUSIMESS OM OFFICE 365 Business on SharePoint 2013

%K< 7/ "#%&t:{:.?ﬁ@.

Invalid or blocked file types
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You can't upload OneMote files, or files with a *.tmp or *.ds_store extension. Additionally, you can't upload
desktop.ini, thumbs.db, or ehthumbs.db.

Additionally, you can't upload types of files that are blocked on the SharePoint site. If your arganization is running
SharePoint Server, the list of blocked files may vary depending on what your administrator sets up. If vour
arganization is running >harePoint Online, the default list of blocked files is fixed and can't be changed. To see a list
of the default blocked files, see Types of files that cannot be added to a list or library.

For more information about restrictions and limitations, like size limits for syncing files, and character limits for files
and folders, see Restrictions and limitations when you sync SharePoint libraries to your computer through OneDrive
for Business
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OneDrive online Trying to save with illegal character

m E ©- 0 @ = HRC Various File Actons - PowerPoint DRAWING TOOLS
FILE HOME IMNSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Office 365 Test ~ H

S |

Size~ Background

ot _ | B
———— - T - F Slide Format

T L Customize ~ 3

B EE S O- Test docurnent 2-5-15 - Word [«] R

’ >

6 HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Office 365 Test ~ H CILJ
R Lay N .. — a— e | # Find - >

b . - - - B f— w z— o A— A
0O Ea Calibri (Body) A A A~ A i=-i=-%E- &35 2 T | papbeone AsBbcede AaBbC — o
| ~| ZacReplace

Paste ¢ B T U -aex x [~ W A EE=E= 2 O T Mormal T NoSpac.. Headingl ’; [+ Select - G>J

- =

o Clipboard & Font ] Paragraph ] Styles ] Editing S (o)

()

7 ] - - e . <
Savimg = Flzin Oralrive NaV|gat|On @)

' I
|Search document o - o0

c

HEADINGS PAGES RESULTS "‘G—)

This is a test dofument for training =

.................. o

8 Create an interactive outline of your (=
document. (o)

=

It's a great way to keep track of where you are 7,

or quickly move your content around. g

o

To get started, go to the Home tab and apply i Word did not save the document. —

Heading styles to the headings in your (Test document ) I

3 d t.

e | ok | \

O

ﬂ Was this informatidm helpful? an)

[}

2

&=

o

If staff tries to save a file to They would then
%  OneDrive online which has select OK to go
: : >
an illegal character in the to the rename

name the system will error. screen

11
PAGE1 OF1 7woORDs [[2 EE BB -———4F+——+ 100%

SUDE7 OF16  [[% = nNotEs Wicomments [EH B OB &

= = =z O Y - B ¢ EN I SN o




OneDrive online Staff corrects the file name

A % O F- _
“ HOME INSERT DESIGM TRAMEITIOMNS AMIMATIONS SLIDE SHOW REVIEW VIEW Oeffice 365 Test = H

e =) _..ﬁ - \--

Size~ Background

Customize -~ ;
& HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS R E)
- R D TRl  Staff is presented with S
el ey Ao EE a8 a screen that enables =
Clipboard T2 Font [ Pasageaph L : >
7 e | Navigation .x them to rename the file s
= Search document o - tlm
Staff renames the file Fe—-— 2
8 g . c
remOVIng any I”egal o v Documents » 'I"‘H Search Documents ,ﬂl g
characters | =- @ 2
To get started, go to the Horme tab and apply i Dt Mcdifled Type =
Heading styles to the headings in | Farms 11/16/2014 509 M Folders |
N decument Ju Shared with Everyone 12/1/2014 217 PM Falders 8
85 Test document 2-5-15.docx 2/5/2015 B-43 AM Microscft W o
ol
5
10
n " 3
File nanve: ~Nest document-22-5-15 -
11 Save as type: | Word Document -
And then selects SAVE e e

supE11 oF1e  [F




OneDrive online Save Completes correctly

BHS O 3-

“ HOME INEERT DESIGH TRAMEITIONS AMIMATIOMS SLIDE SHOW REVIEW VIEW Odffice 365 Test = n
7 ty
A
e ) S = O &
CEEE T - - - m—— - = - - - - Slide Farmat
Size = Background
e Customize Eal ;
BB % - Test documents2 2:5:15 - Word T @ - O % s D
6 HOME INGERT DESIGH PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Office 365 Test = n E
' ()
. oy ] - - T o oA # Find - >
N Calibri (Body) =|11 =~ A A Ad- B =ei=-t=. &3= 7]l T AaBbCchr AaBbOcDe AﬁBh[:: % Replace @)
1 -]
Pd.m w B I U-amu,x QA-¥-5-E=== [5- b-0- THommal | TNoSpac. Headingl [o] 1 oy g
Clipb-gard & Font fa Farageaph a Styles ] Editing -~ 5
()
1 1 - u

7 Saong e = oo Na\-'lgatlcrn CC>
Learch document ) |
oo
=

HEADINGS PAGES RESULTS

This is a test document for training

] Create an interactive cutline of your o
dacurnent. =
o

[t's a great way to keep track of where you are
af quickly move your content around. g
©
To get started, go to the Home tab and apphy =
Heading styles te the headings n your =

9 gl mar e e e document. |
crewcie” © e e re—e
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[ — o
i - (99}
(]
—— 2
=
@)
10
Sa e e mam o on ]
11

PAGEL1OFL Tworps [2 W W B -——+ 100%
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OneDrive OneDrive illegal characters

[=l=l=]
v|ﬁ » Frey,JonS. v OneDrive - Montgomery County Govemment » v""” Search One... ﬂ‘

File Edit View Tools Help
Organize ¥ Includeinlibrary »  Sharewith New folder = 0 o

7:" Favoiites £ Name : Date modified Type Size
I Desktop & Al Other 3/6/20151:18PM  File folder

j Downloads . 0365 Phase I defiverables - completed .. 3/11/201510:45 AW Filefolder \ 0 H f 1
& OneDrive - Montgemery Cou OneDrive for Business (3-6-2015)ppte  3/6/201511:33 AM  Microsoft PowerP... 42KB n e D rlve o r B u s I n e ss
E Recent Places Onedrive Storyboard.docx 3/9/2015939 AM  Microsoft Word D... ke o
gW[II Fail.pdf 2/13/201511:42 AM  Adobe Acrobat D... 434Ke 0 p e n e d fo I d e r VI ew
. ] Desktop
[ Libraries
@ Documents
J Music 1
& Pictures
H videos
j Frey, Jon 5.
. AppData
@ Application Data
ﬁ Contacts
@ Cookies
j Desktop L

& Dot A The file and file naming follow typical rules except

It Favorites
| [ECompatCache
- for characters.
7 Links
@ Local Settings
E My Documents
@ My Documents
ﬁ My Music
il My Pictures
B My Videos
e Files with them will NOT synch with OneDrive online
@ OneDrive - Mantgomery Cq
@ All Other
@ 0365 Phase I defiverables
@ PrintHood
. PrivaclE
{3, Recent
_f. Saved Games
ﬁ Searches
@ SendTo
@ StartMenu

5 items.
W
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Note: OneDrive for business operates like a file folder
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Saving data to OneDrive
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OneDrive Save as choices

Presentationl - PowerPoint ? = x
@ Office 365 Test - H
o Save As There are two
s Moo Court s ey references to OneDrive
fom Recent Folders in the application save
F N ggig:\rfe-n:dontgomew County & Montgomery County Governme as menus
Print \\@\
Share Browse OneDrive =

El:l Computer

Close + Add a Place

Account

Montgomery County is

the right choice

Choosing the OneDrive
icon will cause
Microsoft to try to sell
the staff person a
personal OneDrive
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Save As — OneDrive online
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Save As Selecting OneDrive

Bookl - Excel 7 - 8 X
Office 385 Test - O

Save As

Sites - Montgomery County & OneDrive - Montgomery County Government
Government
Recent Folders

Yau have no recent folders.

Next you would select
Browse.

First you would select
OneDrive — Montgomery County
Government.
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OneDrive cloud Save As - Naming of file

Iﬁ '

Oiffice 365 Test - )

vl L. o365test_montgomer.. ¢ Documents » -Ii, || Search Docurnents pl

Organize Mew folder = B 03)
0w it Excel Harme B Date Modified Type E
Farms 111572014 8:09 AM  Folderz Dnt omer C Q <
W Faveorites 4. Shared with Everyone 12/1/2014 317 PM Folders g y A fl Ie C>)
Bl Deskicp . )
i Downloads < naming =
El Recent Places \ 5
1 )
N window £

w4 Librares
¢ Docurmnents a p pea rS QID
J" Muzic c
= Pewss  ~ - ' ' where staff S
File name  TEE0S] \ - c:ﬂ
Sove a3 type: [Excel Workbook I —— || R names and -
Authors Office 265 Test Tags: Addatag o
)
[ Browses View Options... ] [ Save Thumbnail Saves 8
| C
= Hide Folders Toos ~ [ swe& [ Concel | lT
LN
(o}
(99}
ke
&
o

(0]

ol @] & E) e




OneDirive cloud Save As — Saving the file

Iﬁ y

Difice 365 Test ~ O

m.l ). = o365test_montgomer.. » Documents » - | ¢ || Secrch Documents P|
Crganize »  Mew folder 2. @

B Microsedt Excel é Marne Date Modified Type E)
Forms 11/16/2014 809 AM  Folders Dntgomery CGUHT_’}' Government >

M Favorites 4 Shared with Everyone 127172014 247 PM Falders Cl>)
B Desktop o)
8 Downloads )
=l Recent Places =
—

()]

Bl Desktop (]
i Libraries <

: o

* Dogurments |
J‘ Muzsic Q 00
S W . : Staff names the file o
G

Fite Test Doc 2-5-15 ]

e <— and selects SAVE 2
Save as type | Excel Workbook m
Authors Office 365 Test Tags: Add atag W h e n re a d y S

[ Brewser View Opticns... ] [F] 5ave Thumbnail E

©

~ Hide Folders Tooh » [ saé | [ Concel | =

|

LN

(o}

(99}
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OneDirive cloud Save As — Save Complete

B e % & = Test Doc 2-5-15 - Exead T E -8 X
FILE HOME IMEERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Odffice 265 Test = n

= I - I 1 —— =Tl [==] = s — .
h Ir?‘?& Calibri 11 A A =EE= B = Wrap Text General - J;-’-I |_‘.¢‘ !_‘_-.*‘ |‘_‘|__|I:I:I 'E}.\ u Eﬂuﬁﬁum %W ﬁ
Oe | | = =

Paste B I U- . Py - == = Merge 8 Center = % = 9 3+ %% £ Conditions! Formatas Cell  Inzert Delete Format Sert B Find &
_ & - £ E * = Formatting = Table =  Styles - - - - & Clear - Filter = Select =

Clipboard F Font ] Albgnmeent i Mumber Ma Styles Cells Editimg -

ing — OneDrive Overview
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Uploading data to
OneDrive
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OneDrive cloud Uploading Data

ycountymd_gov/Documents/Forms/All.aspx P-ad @ OneDrive for Business

File Edit View Favorites Tools Help
- E If Then Table 7-17-15 @ Office of Emergency Man... @ Home - IntranetDevl m Department of Technolog... @ Lynda.com a SCCM Reports8-15 4% Breaking News & Top Sto... a Breaking News Headlines ... awEI(ﬂmEtﬂthEMﬂﬂth‘.. m CNN.com - Breaking New... Eﬂ Web Stakeholders Group

# Office365 = OneDrive

OneDrive @ Montgomery County Government

Documents

p search OneDrive

Documents

Recent
Shared with me Welcome to OneDrive @ Montgemery County Gevernment, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss

Followed
@New A Upload c Sync Qshare  More v
Site folders

Recycle bin v D Name Modified Sharing Modified By

.« August 18 8 Onlyyou M Office 365 Test %

VGroups TO Copy a file tO .. December1,2014 &% Shared W Office 365 Test
OneDrive select it on

. August 18 8 Onlyyou M Office 365 Test

. June 16 B onlyyou M Office 365 Test

the deSktop and drag . April 22, 2014 B Onlyyou M Office 365 Test

. April 4, 2014 8 Onlyyou M Office 365 Test

to t h is a rea « June 10 8 Onlyyou m Office 365 Test

¥ Microsoft Office 365 TOMG Briefing (11-18-14)(FinalFinal) .  May1 8 Onlyyou M Office 365 Test

0365Test Dot 6-16-15 w June 16 8 Onlyyou MW Office 365 Test

¥ 0D for Bus synch «« Mondayat724AM @ Onlyyou M Office 365 Test
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@ Presentation w Mondayat723AM 8 Onlyyou M Office 365 Test

Drag files here to upload

Note:
To upload data in files first create a file in OneDrive, Then
select all files in current folder and drag to the OneDrive
folder and the files will be copied

BE ¢ @M vl v« @G E TN
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Opening files from OneDrive
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OneDrive Opening Files

- Test document-2 2:5:15 - Word T -8 X
©

@) ofce365Test » [
Open Open K& Open

New

@ Recent Prese Open

@ — Recent Documents

0 * Test document-2 2-5-15
OneDrve - Mentgamery County Government

Save Sites - Mantgo Sites - Mont RS Sites - Mantgomery County .
Government Govenment Government a | Test document 2-3-13
Save A OneDrive - Montgomery County Government
OneDrive - Mo OneDrive - OneDrive - Montgomery County .
pi a Government a Government ) Government F | I es can b (S
Shar
& OneDrive & OneDrive & OneDrive (0] p ene d frO m
Export .
either
Close ‘1 Computer ‘] Computer ‘] Computer
- h OneDrive,
Account Add a Place Account Add a Place [ Add a Place
+ + + the
Options Options Options

computer or
another
location.
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Recover Unsaved Documents

e D0 JENe D0 deEe e
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Version Control
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OneDrive Versions — OneDrive Cloud
b [T — p—— .

File FEdit View Favorites Tools Help

5 aabou.” aWelc..‘ @Depa..‘ @Agen”. wTeamm @Home”. wOﬁl wCoum. wMCﬂ.H EEWeb.H mOﬁl @Lynd..‘ aSCCM‘.. aMontH. HCNN.H. EBrEam A Brea.. aTrum.H E|IfT..‘ mom

OneDrive

Biopen v € Share ¥ Download @ Getalink [l Delete [ Copyto Moveto [ Rename  w 15elected X (D)
A

Files
v ame . — S e -

E  Allother

o el First staff would select the file that

B GenWP1l6 . .

6 copins they wanted to view versions for.

B Notebooks

i Quick Steps Vided'- Copy e December 16, 2015 Frey, Jon . & Shared

K sharePoipt’- Base rollout docs s January 21 Frey, Jon S, 2 Shared

B Shfepaint Development Prajects January 24 Frey lon . s Shored

WP 11-12-15 e lanuary 2L Frey lon . 2 shered
8" SharePoint Contacts-Projects xlsx w February9 Frey, Jon S. 1594 KB 24 Shared

Next they would right
click on the ‘... symbol
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OneDrive Versions — OneDrive Cloud

e‘ B3 % hittps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/onedrive.aspx & Files - OneDrive X

File Edit View Favorites Tools Help

{:; aabnu.” aWe\c..‘ mDEpam @Agen..‘ mTeam”. @Home.” @Cﬁ\ anun..‘ mMGL.. @WEb.” mﬂﬁ\ @Lyn
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Data Recycling Process
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OneDrive Office 365 Data recycling process

When files / emails are deleted they are placed into the
recycle bin in Office 365.

The first stop is the phase 1 recycle bin which the user can
access and remove them from. The file / emails reside in
that recycle bin for 30 days

After the first 30 days recycled files are moved into the
phase 2 recycle bin where they will reside for 62 more days.
During that timeframe the files / emails are still retrievable
but only by DTS IT staff.
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After the full 92 day recycle
period the files become
unavailable forever as the space
in which they were stored is
erased and over written with
other data
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