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What is OneDrive?

OnebDrive is a cloud-based file storage and synchronization service by Microsoft. It enables
you to securely store, share, and sync work files from anywhere, at any time. It is your
personal document repository online. OneDrive is part of Seneca’s license of Microsoft
Office 365 (which includes Word, Excel, PowerPoint and more).

Key features

¢ Secure and private online storage — All current students have OneDrive file storage
capacity of 1 Terabyte (1000 GB).

e Access files on any device, anywhere — Files saved to OneDrive can be accessed on
and off campus, on any device (web browser, desktop, tablet and smartphone).

¢ Share and collaborate - Files in OneDrive are private and available to you only. You
can choose to share files and folders, and collaborate in real-time on Microsoft
Office documents (such as Word, Excel and PowerPoint).

¢ Sync and work off-line — You can sync OneDrive to your computer using a sync app
available for both Windows and Mac. This allows you to work on your files offline
when you're not connected to the internet.

Resources

Access OneDrive on web browser
e Log into myseneca.ca with your Seneca credentials (username and password).
¢ At the top-left corner, click the app launcher button and select OneDrive.

e Watch this video to get started.


https://students.senecapolytechnic.ca/people/jennifer-kim
https://students.senecapolytechnic.ca/people/gerald-encabo
http://myseneca.ca/
https://support.microsoft.com/en-us/office/what-is-onedrive-for-work-or-school-187f90af-056f-47c0-9656-cc0ddca7fdc2

Access OneDrive on desktop
e Setup OneDrive on Windows
¢ Setup OneDrive on MacOS

e Understanding OneDrive status icons

Manage files
e Upload files and folders
e Create a document

e Delete files or folders

Share and collaborate
e Share OneDrive files and folders

Share files in OneDrive for Android

Share files in OneDrive for iOS

Work with shared files and folders in OneDrive

See files shared with you in OneDrive

See files you shared in OneDrive

Stop sharing OneDrive files or folders or change permissions

Secure, protect and restore
¢ Restore your OneDrive
e Restore deleted files or folders

e Restore a previous version of a file

Additional resources
 Video training

e Help topics


https://support.microsoft.com/en-us/office/sync-files-with-onedrive-in-windows-615391c4-2bd3-4aae-a42a-858262e42a49
https://support.microsoft.com/en-us/office/sync-files-with-onedrive-on-mac-os-x-d11b9f29-00bb-4172-be39-997da46f913f
https://support.microsoft.com/en-us/office/what-do-the-onedrive-icons-mean-11143026-8000-44f8-aaa9-67c985aa49b3
https://support.office.com/en-us/article/video-upload-files-and-folders-in-onedrive-work-or-school-5bd927ad-d186-495c-93e8-7ca116fe7b83
https://support.office.com/en-us/article/create-a-document-from-onedrive-for-business-4c54ddbf-e112-4165-b855-049e7dfec340
https://support.office.com/en-us/article/delete-files-or-folders-in-onedrive-21fe345a-e488-4fa7-932b-f053c1bebe8a
https://support.office.com/en-us/article/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07
https://support.office.com/en-us/article/share-files-in-onedrive-for-android-69147161-d132-4170-ad63-7d241fa8e6dc
https://support.office.com/en-us/article/share-files-in-onedrive-for-ios-0c0d26da-0e83-4ea0-981b-9802c8cc1bf3
https://support.office.com/en-us/article/see-files-shared-with-you-in-onedrive-2c14e8e6-4e52-4c61-9778-7155d33534a1
https://support.office.com/en-us/article/see-files-shared-with-you-in-onedrive-2c14e8e6-4e52-4c61-9778-7155d33534a1
https://support.office.com/en-us/article/see-files-you-shared-in-onedrive-6b67b82b-9c5c-4348-ab10-fd5b0d8df76c
https://support.office.com/en-us/article/stop-sharing-onedrive-files-or-folders-or-change-permissions-0a36470f-d7fe-40a0-bd74-0ac6c1e13323
https://support.office.com/en-us/article/restore-your-onedrive-fa231298-759d-41cf-bcd0-25ac53eb8a15
https://support.office.com/en-us/article/restore-deleted-files-or-folders-in-onedrive-949ada80-0026-4db3-a953-c99083e6a84f
https://support.office.com/en-us/article/restore-a-previous-version-of-a-file-in-onedrive-159cad6d-d76e-4981-88ef-de6e96c93893
https://support.microsoft.com/en-us/office/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://support.microsoft.com/en-us/office/onedrive-for-work-or-school-help-1eaa32e9-3229-47c2-b363-0a5306cb8c37
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