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The following is a story board of a tutorial depicting the steps and screen 
selections required to perform various functions using the Office 365 - 
OneDrive application. 
 
What is covered in ‘OneDrive Selected Functions’ tutorial is a high level 
review of: 
 
• Selecting OneDrive from OWA 
• Create Folder 
• Upload File 
• Download File 
• Delete File 
 
As the tutorials are designed to be reviewed in a reasonable amount of 
time each one covers specific activities. Other commonly used capabilities 
will be the subjects of other tutorials. 

Presenter
Presentation Notes
OneDrive – Selected Functions – Introduction

This OneDrive tutorial for the Office 365 phase 2 implementation activities covers some selected functions of OneDrive. 

What is covered in ‘OneDrive Selected Functions’ tutorial is a high level review of:
Selecting OneDrive from OWA 2013
Create Folder
Upload File
Download File
Delete File

The following is a slide by slide narration which will form the basis of both documentation for the storyboard and the script for the video tutorial.




Overview 
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Selecting OneDrive from OWA 
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OneDrive – Selecting OneDrive from OWA 2013 

Select 
‘OneDrive’  

Tab 
This will open the 

OneDrive application 
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Presenter
Presentation Notes
Selecting OneDrive from OWA 2013

In order to start OneDrive you need select it from OWA. To do that in OWA you go to the OneDrive tab click on it and OneDrive will start. This action moves the user away from OWA as each tab is an independent entity. 




One Drive – Overview – Home Screen 
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OneDrive – Home Screen View 

OneDrive  
Home Page View 

The OneDrive Home 
page defaults to the “My 

Documents” folder 
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Presenter
Presentation Notes
OneDrive - Home Screen View

When OneDrive launches it goes to a Home Screen the default page. This is your my documents folder so when you arrive there you will see ‘My Documents’ folder.  On the left-hand side of folders menu in the center of the screen will have the actual contents of the given folder you are reviewing.

This forms the launch point for all other activities within OneDrive.



OneDrive – Selected Functions 
• Creating a Folder 
• Upload File 
• Download File 
• Delete File 
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Presenter
Presentation Notes
OneDrive - Selected Functions 

The following portion of the tutorial will cover a series of basic functions staff would want to do with the OneDrive. 

These consist of 
Creating a folder
Uploading file
Downloading file
Deleting file




Create Folder 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Create Folder

To create a folder staff person would select the ‘+ New’ action tab in the documents folder. This enables the creation of files or folders and when selected it will bring up a display window from which the user can select.




OneDrive – Selected Functions – Create Folder – Start Process 

Selecting ‘new,’ will open  a 
screen that enables 

creation of files and folders. 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Create Folder – Start process

To create a folder staff person would select the ‘+ New’ action tab in the documents folder. This enables the creation of files or folders and when selected it will bring up a display window at the user can select which type of entity they wish to create.



OneDrive – Selected Functions – Create Folder – Choose ‘New Folder’ 

12/17/2014 

Selecting ‘New Folder’ from 
screen begins the folder creation 

process. 

11 DRAFT 

After selecting +new, a 
full list of options appears 
which includes creating a 

new Word, Excel, 
PowerPoint, or OneNote 
file. For this exercise, we 
will select the last option 
which is creating a new 

folder 

Presenter
Presentation Notes
OneDrive - Selected Functions – Create Folder – Choose ‘New folder’

When the menu displays there are a variety of choices these can consist of creating files which are associated with certain kinds of applications or folders. In this case with our select a’ New folder’ OneDrive will then begin the folder creation sub-process.

After selecting +new, a full list of options appears which includes creating a new Word, Excel, PowerPoint, or OneNote file. For this exercise, we will select the last option which is creating a new folder





OneDrive – Selected Functions – Create Folder – Name Folder 

Name the 
folder being 

created 
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Presenter
Presentation Notes
OneDrive - Selected functions – Create folder - Name Folder�
The first step in create selected the folder creation process is to create a name for the folder. Once the folder selection has been requested OneDrive will bring up a folder naming screen.  Staff then types the name of the folder that they wish to create. Once complete the type save at the save button and it will create the folder for them.




OneDrive – Selected Functions – Create Folder – Display After Creation 

The folder name will appear in the 
list with a ‘modified’ status of a 

few seconds ago. 
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Presenter
Presentation Notes
OneDrive - Selected functions – Create Folder - Display after creation

Once the staff selects the save command OneDrive creates the folder and goes back to the display where the folder name can be seen in the list of folders available. In addition it has a modified timeframe of a few seconds ago which is a clear indication it was just created. 



Upload File 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Upload file

The OneDrive upload function enables staff to upload documents from their desktops or other selected locations into OneDrive. 



OneDrive – Selected Functions – Upload Files – Select File to Upload 

Staff member selects ‘Upload’ to 
begin the process 
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Note: At some point 
when Staff member has 

all their files in OneDrive, 
this function will become 

less used. 

Presenter
Presentation Notes
OneDrive- Selected Functions – Upload File – Select file to Upload

From the ‘my documents’ menu the staff person requests uploading a document by selecting the ‘Upload’ action tab.

Note: At some point when Staff member has all their files in OneDrive, this function will become less used.




OneDrive – Selected Functions – Upload Files – Select File to Upload(1) 

Staff selects ‘Choose 
files’ to locate it 

12/17/2014 16 DRAFT 

Presenter
Presentation Notes
OneDrive - Selected Functions – Upload File – Selecting file to Upload(1)

Once it selected the upload OneDrive presents the staff person with a name of a file to choose to upload.  By selecting in the area where says ‘choose files’ another menu will be brought up



OneDrive – Selected Functions – Upload File – Select File to Upload(2) 

Staff then uses the Windows 
screen to locate the file for 

uploading 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Upload File – Selecting File to Upload (2)

At this point a Windows selection window will appear which allows them to search for and select the file which they desire to upload. Once they find the file they will press the open button on that window which will cause OneDrive upload the file. 



OneDrive – Selected Functions – Upload File - Add Comments 

Staff would then add 
version comments if 

desired 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Upload File – Add Comments

After the file has been selected for uploading the staff person is prompted to add comments. The staff member then puts in comments regarding the version. Once complete they select OK.



OneDrive – Selected Functions – Upload File – Display Uploaded File 

Display 
shows 

uploaded file 
in OneDrive  
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Presenter
Presentation Notes
OneDrive - Selected Functions – Upload File – Display Uploaded file

Once OneDrive has uploaded the file it will show the file on the list of files in the documents menu with a modified date of a few seconds ago.



Download File 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Download file

One of the functions which staff person who want to do is to download files. There is a specific sequence in OneDrive that lets users download files to their desktops.




OneDrive – Selected Functions - Download File – Select File 

Select file to 
be 

downloaded 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Download file – Select File

The first step in downloading a file is to select the file to be downloaded. This is done by finding the file in the list. In the left-hand side where the little checkmark appears selecting that the file name will be highlighted so that you know it’s been selected.




OneDrive – Download File – File Selected 

File to be 
downloaded 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Download file – File Selected

In this display the file has been selected in the checkmark is highlighted and you can see a little highlight around the file name. This file is ready to be downloaded




OneDrive – Selected Functions – Download File – Selecting ‘…’ (1) 

Selecting this ‘…’ command will bring up file 
preview and information display 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Download file – Selected ‘…’ (1)

To begin the download process once the file has been selected, the staff person was selected ‘… menu’ on the line of the file name. This will bring up a display window which is a preview of the file showing a page of the file to other information about the file. One of the elements on that screen is another  ‘… menu’ that will be selected to go to the next step.




OneDrive – Selected Functions – Download File – Selecting ‘…’ (2) 

Selecting the 
second ‘…’ 
command 
will display 

‘delete’ 
option 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Download file – Selected ‘…’ (2)

By selecting the second ‘… menu’ the staff person sees a display of different options of things they can do to that file or folder. The user will be selecting from that list to trigger the download.




OneDrive – Selected Functions – Download File – Trigger the Download 

Selecting 
‘download as 

Copy’ will 
trigger the 
download 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Download file – Trigger the Download

To trigger the download the user would select ‘download a copy’ from the list of options. That would trigger the download which they can review upon completion.




OneDrive – Selected Functions – Download File – Confirm Download 

Display 
shows 

information 
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Presenter
Presentation Notes
OneDrive - Selected Functions – Download file – Confirm Download

As you can see from this particular display the file download is in the lower left-hand corner. Different browsers may display the download in a different manner in this particular case were using Chrome.




Delete File 
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OneDrive – Selected Functions – Delete File – Select File to be Deleted 

Select file to 
be deleted 
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Presenter
Presentation Notes
OneDrive selected functions – Delete File – Select File to be Deleted

Should staff member wish to delete a file first they do is they find the father wish to delete and they select the file




OneDrive – Selected Functions – Delete File – Selecting ‘…’ (1) 

Selecting this ‘…’ command will bring up file 
preview and information display 
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Presenter
Presentation Notes
OneDrive Selected Functions – Delete File – Selecting ‘…’ (1)

Once the file or folder is selected they then select the’ … Menu’ on the line with the file name is which brings up a preview menu that has a few items in it



OneDrive – Selected Functions – Delete File – Selecting ‘…’ (2) 

Selecting the 
second ‘…’ 
command 
will display 

‘delete’ 
option 
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Presenter
Presentation Notes
OneDrive Selected Functions – Delete File – Selecting ‘…’ (2)

This menu has a display that shows the contents of the document it then has some various commands allowed and it then has information regarding status of the file who shared with and other information staff person with select the second ’… Menu’ which then displays another menu of options associated with this particular file.



OneDrive – Selected Functions – Delete File – Selecting ‘Delete’ 

Select ‘delete’ from menu of choices 
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Presenter
Presentation Notes
OneDrive selected functions – Delete File – Select ‘Delete’ from ‘…’ menu

Once staff has selected the ‘… Menu’ they are presented with a list of options which lets them do things such as view it check it out good to workflows download a copy shared etc. and including delete staff memo then select the ‘Delete’ from the list of menu choices.



OneDrive – Selected Functions – Delete File – Confirm delete 

Confirm 
delete file 

request 
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Presenter
Presentation Notes
OneDrive selected functions – Delete File – Confirm Delete

Before the delete command will be completed OneDrive requires confirmation from the staff person.




OneDrive – Selected Functions – Delete File – Post delete display 

The deleted file is 
removed from the 

display 
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Deleted files are 
found in the 
‘Recycle bin’ 

Presenter
Presentation Notes
OneDrive selected functions – Delete File – Post Delete Display

After the file/folder has been delete OneDrive brings the staff person to the ‘My Documents’ display.  It can be seen that the file/folder is no longer in OneDrive.

Note: Deleted files are found in the ‘Recycle bin’





One Drive – END 
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