An Introduction to OneDrive (in Office 365) and How to Save
Using OneDrive

OneDrive is an online place for staff and students to save their files that makes them available on any device,
anywhere. People can work on their files in the online apps (for example Microsoft Word) or download them to
their own device and still save them in OneDrive. OneDrive is also a place to go when you would like to share
a file for collaboration or find one that is Shared by you.
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To find OneDrive, log in to Office 365 (find Utllity Links
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Click on the OneDrive App. i e
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Click on Files on the left to see the files that e TR
you have saved using Office 365. = B e

Click on New at the top to create new
folders and to open other online apps.

Click Upload at the top to bring files and
folders off of your computer into OneDrive.

Sync is for Syncing your online OneDrive to
your computer. You do not need to do this at
school-they are already synced.

Clicking on Recent (on the left) gives you
qUiCk access to the ﬁles that you haVe been How Students Use One How to open Office 365 | Apps for iPads / Tablets
working on recently.
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Saving to OneDrive from Online Apps

You can save to OneDrive from your school computer and any device when you are working in the online Office apps.

Open the file that you would like to work on
or start a new file in an online app (ex
MSWord, PowerPoint, Excel...)

When you are working in an Office 365 app

online, it will be saved automatically. You
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do not need to save. i = o o

To give the file a name, click on the name at
the top in the middle and type in the new
name.

When you click on File and then click on

Save As, you get other options but you do Save As

not need to save: Save As

Save As: Clicking here allows you to save a

copy of the document in OneDrive =] Rename
Rename this file

Rename: You can change the name of the

Download a Copy

n Download a copy to your computer.

document. You are not able to change the
name if you are sharing the document and

another person has it open. ownload as ODP

n Download a copy of this presentation to your computer as an ODP file

Download a Copy: This will enable you to
Where's the Save Button?
save a copy of the document on your

There's no Save button because we're automatically saving your presentatic

computer.




Download as ODP: This will save an ODP

copy of the document that you can use in
OpenOffice.

How to Save in OneDrive When Working in Office Programs on your

Computer
Open the file that you would like to work in
on your computer.
Save As
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then Save AS && OneDrive
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You will then see the familiar saving screen  Deskiop s
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and save your files.
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Now navigate to the V drive, create a folder File name: | Using OneD
Save as type: Word Document (*.docx)
for your file, name it and click Save.
A Hide Folders Tools ~ Save Cancel
When you are saving online, you will notice
that in the top left corner of your screen, the
Save icon has the symbol of two little arrows
on the bottom right




