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1. Click on the Windows icon (Start

button) in the lower left hand corner of

your screen. In the search box, type &) o '
Microsoft One Drive. Select Microsoft (S) stope for Business 16
OneDrive from the list. = Adobe Acrobat TPro ,

SCCMRemoteCentrol. E)(/
(=]

6 Microsoft OneDrive

@ Snagit 10 Editor 4

:| Calculator

@ VMware vSphere Client

& OneDrive for Business

‘. Power BI Desktop
»

All Programs

Page 1 of 10 8/23/2016




FBISD

INSPIRE*EQUIP*IMAGINE

2. When the Welcome to OneDrive
wizard starts, select Sign in to set up
your work or school account.

@& Microsoft OneDrive —

Set up OneDrive

Put your files in OneDrive to get them from any device

>,

O |

%

krl[m your email address m

3. Select or type in your username
(Firstname.Lastname@fortbendisd.com)

e Type your network password.

e Click Sign in.

& Microsoft OneDrive

[ )

IJ Office 365
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4. On the This is your OneDrive folder @ Microsoft OneDrive o] i

screen, select Next to accept the default

folder location for your OneDrive files. This is your OneDrive folder

Add files here so you can access them from other devices and sti
have them on this PC.

i
A ik
5. On the Sync files from your OneDrive @ MicrosoROneDve i [

screen, choose only the folders you want

to SynC, and SeIeCt NeXt Thls helps Choose what you want to download to your OneDrive - Fort Bend

COﬂtrOI the amount Of Space OneDrive Independent School District folder. You can get to these items even
- when you're offline,

files take on your computer and e

conserves bandwidth during sync [ sync all files and folders in my OneDrive

processes. Sync only these folders

|| Files notin a folder

|. AD (1L7KB)

. Altiris (84.8 KE)

| Ttsexch01 (10.4 GB)

. PS (79.3MB)

. Screenshots (89.0 KB)

Sync files from your OneDrive

] »

IDEEEE

mn

Selected: 79.4MB
Remaining space on C: 294.5 GB

6. Click the bar at the bottom that says o ALS———
Open my OneDrive... This will open a Your OneDrive is re ;
web browser with a series of e e YU T
informational screens that you can
click through using the arrows under
the picture.
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7. When this screen displays, close the
browser window and OneDrive is ready
to be used.

You're Qo d to « 10

N

he Office 165 Learning Center.

8. You're all set. Your OneDrive files will
also appear in File Explorer window in
the OneDrive — Fort Bend
Independent School District folder.

— — L3 -
ot |& v Computer » Local Disk (C:) » Users » nurosemohamed » My Documents » OneDrive - Fort

Organize

4 .0 Favorites

. Templates
Ml Desktop
= Recent Places
& Downloads
#& OneDrive - Personal

#& OneDrive for Business 1
& OneDrive - Fort Bend Independent School District

Include in library «

Share with

> Burn MNew folder

[«

Mame

& AD

@ Altiris

o PS

#. Skype For Business
£40C0593-D756-4E56-8D6E-42412F24
desktop.ini

Moving Documents from H Drive to OneDrive-Fort Bend Independent School District

9. Copy the data on your H:\ drive to your
OneDrive by selecting Start,
Computer, H:\ drive

10. Hold the CTRL key + A to select all
folders

11. Right click and select Copy

¢ Shared Special Ed (\\ADMTNDATA\DEpartmEntsJ

_‘ Notepad

= Adobe Acrabat XIPro

a|
o Calculator

@ WMware v5phere Client

f}lg‘ Snagit 10 Editor

% VPN Client
ﬁ Microsoft OneDrive

@ PowerPoint 2016

n IdentityGuard Soft Token

@ Snagit 10

oAl Profms

J—

v Mohamed, Murose
Documents
Pictures
Music
Computer
Control Panel

Devices and Printers

Default Programs

Administrative Tools *

Help and Support

‘ Ss.—?ﬁws;
1
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12. Go to your Onedrive — Fort Bend
Independent School District folder

13. Right click and select paste to copy the

contents

14. Going forward please save your files on
the Onedrive —Fort Bend Independent
School District folder. You will not be
able to save any data on your H:\drive

as it is now set to read only mode.

GU-

J » Mohamed, Murose » OneDrive - Fort Bend Indepe

Share with «

Organize « Include in library +

i Favorites
. Templates
PR Desktop
=l Recent Places
& Downloads
Onelrive for Business 1
#& OneDrive - Personal
#& OneDrive - Fort Bend Independent School District

Burn

Easy

Access to OneDrive

15. To pin Microsoft OneDrive to your task

bar Go to

Start

Right-click on Microsoft OneDrive
Select Pin to Taskbar

16.
17.
18.

Open
'?:;:' Run as administrator
Troubleshoot compatibility

Open file location

 Sharein WebEx Meeting
3'Pm to Taskbar

Pin to Start Menu

n Adobe Acrobat

J~ Adobe Acrobat

[ Adobe FormsCe

E Adobe Reader X
& Software

(%) Apple Softw: Cut

Restore previous versions

Send to

3* Crystal Reports Copy

@ Default Pragra .

P‘ Desktpp Gadget] slete
DD e Chrome Repane

-—\ Int & InteWiet Explorel Properties

@& Microsoft OneD:
o Microsoft Web Platform Installer

;‘Q Remote Desktop Connection Manager
@ SRS Premium Sound

E System Center Endpoint Protection
@] Windows DVD Maker

= Windows Fax and Scan

 Windows Media Center

@ Windows Media Player

£ Windows Update

Control Panel

Devices and Printers
Default Programs
Administrative Tools *

Help and Support

19. Microsoft OneDrive should now show
up in your taskbar. This icon is pointing
to your OneDrive on your local machine.

| Scan with System Center Endpoint Protection...
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20. To create a shortcut to OneDrive on the
cloud, open a web browser (the preferred
browser is Internet Explorer) and type
portal.office.com.

e Log in to your district Office 365
account.

o User Name:
firstname.lastname@fortbend
isd.com

o Password:
o Network password
e Click on the OneDrive tile.

e Once your OneDrive opens, copy the
web address at the top.

a & bt/ orthe sharepoint com pe

convet « JfSelen

(D Share Browser  Webkx

i Office 365 | OneDrive
B Search + New
~ Mohamed, Nurose F|?‘—!t,

Files

21. Hold the Windows Flag key + the D
key to go to your desktop, Right-click,
select New, Shortcut

Folder
Shorteut 2.

Microsoft Access Database

(3

Bitmap image
Contact
Microsoft Word Document

Journal Document

4]
L4
B
e
]
Q
Q:

Microsoft Publisher Document
Text Document

H3  Microsoft Excel Worksheet
Compressed (zipped) Folder
Rriefrace

AD

Altiris

Easytrip

Itsexch0l
Notebooks

]

Screenshots

Skype For Business
Testing OneDrive

Weekly reports

View

Sort by
Refresh

Paste

Paste shortcut

Graphics Pgfperties...

IS Screen resolution
[ Gadgets

@ Personalize

Microsoft PowerPoint Presentation
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22. Paste the address (19) and select Next (o)

) = Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, fi

7 folders, computers, or
Internet addresses.

Type the location of the item: 1.
n/personal/nurose_mohamed _fortbendisd_com/_layouts/15/onedrive.aspx Browse...

/

Click Next to continue,

23. Type Microsoft OneDrive under the
Type a name for this shortcut and € o Create Shoricut
select Finish. The shortcut will be
created on your desktop.

What would you like to name the shortcut?

24. This shortcut points to Microsoft
OneDrive on the Cloud Type a name for this shortcut;
Microsoft OneDrivel =1

Click Finish to create the shortcut.

Synching and Unsynching Specific Folders
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25. Any time you want to change the folders
you sync on your computer, right-click
the arrow pointing up in the lower right
hand screen of the task bar. Right click
on the blue cloud (OneDrive icon).

Qo E

Cu:tomize./
1. i

P e

811 AM

5/2/2016

26. Select Settings

Open your OneDrive - Fort Bend Independent School District folder

View ocnline
View sync problems

Manage storage

Settings *——

Help

Exit
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27. Select the Account Tab, Choose
folders.

28. Select Folders you want to unsync.

& Microsoft OneDrive

|23

Becount | About

Unlink OneDrive

Add an account

OneDrive - Fort Bend Independent School District (nurose. mohamed @fortbend

Choose folders to sync on this device: I Choose folders I

Stop syncing files in this account on this PC. [ Unlink CneDrive ]

Get to both your work and personal files.

Add a personal account

] [ Add a business account

Ok ] [ Cancel
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29. Click the following: R ® e ——
e |If you want to sync all folders
. ][g f&%‘ﬂswam to sync individual Sync your OneDrive files to this PC

The files you sync will take up space on this PC

1. Sync all files and folders in my OneDrive - Fort Bend Independe
School District

2. Sync only these folders
[#]| ] Files natin a folder (24.3 MB)
| AD {11.7KE)
|| Altiris (34.8 KE)
|| AzueBackup (14.4KE)
> [V] || Benefits 2014 (382.6 KB)
|| BI (2.5MB)
|| Budget (93.0KE)
> [¥] | Ccertificates (2.0 MB)
> [¥] ] Certs (184.3KE)
> [¥] |, Consultants {96.1KE)
> | CrushFTP (42.6 KE)
s [ i MNecktnn 115 2 MRY

Selected: 1.6 GB
Remaining space on C: 283.3 GB
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