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Accessing OneDriv@nline

You will need you€WUIlog-in credentialsto useyour CWUWOneDrive If you do norememberyour
credentialsor are havingssuedogging inplease contact CWU Information Servidesvice Deskfor
assistance

You caraccess your CWU OneDridieectly by logging into OneDrivevith your CWU email and
password If you are unfamiliar with OneDriNmit have used your CWU Outlook before, here is another
easy way @ navigate to the correct page.

1. Log in toyour CWU Outlookand click on thédpp Launcher banner in the upper left
hand corner to open thépplicationsmenu

Outlook " O Ssearch
nTa

= & Mark all as read

v Favorites "7\, & Focused = Other Filter v

£ Inbox 4, Central Today
i:‘; Central Today 35 AM

Sent Items Thursday, March 26th, 2020 Latest News N

Deleted Items M Gregory Heinselman i

2. From theAppsmenu, selecOneDrive

Office 365 —

Apps
m Word u Excel

Q PowerPoint lu OneNote
a SharePoint w Teams

$ Sway

All apps =

Documents

New



https://cwu.teamdynamix.com/TDClient/2015/Portal/Requests/ServiceDet?ID=27501
https://cwu.teamdynamix.com/TDClient/2015/Portal/Requests/ServiceDet?ID=27501
https://onedrive.live.com/about/en-us/signin/

3. OneDrive is now open and you can access your OneDeése fil

="\s o . | central Washington University

OneDrive <

A Search everything T New T Upload ~ {3 Sync o Flow

Rose McDonald

£ My files Files
0 Recent
£ Shared [ Name Modified

Recycle bin Attachments

Shared libraries Documents May 3



Navigating OneDrive
OneDrive has many options to easily find, sort, and edit your files.

Search
Use the search bar in the upper left to locate files. Once you search for a file, a menu on the right
(pictured abovewill appear. You can use this menufilter results by the following:

1. Timethe document was last modified
2. Filetype
3. Peoplewho are creators and collaborators

You can remove all filters by setang the button in the upper righfcircled below)

Filters O

Modified anytime

o,

Type

[ & word
[ 8 excel
[J @ powerpoint
(] @7 oneNote
[J & por

[C] [ Photos and videos



New
Whencreating anew OneDrive fileyou can seledrom the following options:

1 Folder

Word document

Excel workbook
PowerPoinfpresentation
OneNote notebook
Forms for Excel

Link

=A =4 =4 4 -8 A

-+ New ¥ 7 Upload ~ £& Sync o Flow
__ Folder

-] Word document

B-| Excel workbook

| PowerPoint presentation

05} OneNote notebook

B:| Forms for Excel

& Link



Upload

-+ New v 4 Upload ™ %2 Sync o Flow v
Files

. Folder
Files

Upload a copy of files or a folder from your computer. This will pull up the file selector for your
computer. You can also drag and drop files into OneDrive to upload them.

Other UsefuFunctionsand Fol@rs
In the upper right, yof find the followihgoptions tochange theSort, changeView, andget Detailsfor
your files

= Sort v H v ©

On theleft-handsideof the window, youll find My files, Re@nt, Shared and theRecycle bin

£ Search everything

Rose McDonald
£33 My files
Y0 Recent

& Shared

& Recycle bin

Shared libraries
McDonaldRoTest
&8 CWU Robot.

<N CS 427

<N CS 311

Create shared library

Sort
Fles can be sorted by the following:



1 Typeof File

1 Nameof File

i Modified Date

1 Modified Byusername
1 FileSize

Each sort selection can be organizedstending'smallest to largest, A to Z) Brescendindlargest to
smallest, Z to A) order. You can sort using the Sort button in the upper right, or select the header of the
category you want to sort by to pick the ordering.

FEsortvy =v ®

Type
Name
Modified
Sharing Modified By
Private File Size
_ Ascending
Private
Descending
Driviata
View

Change to List, Compact List,Tiles(preview ortype-of-file icons)

= Sort v =~v @

v List

Compact List

H

Tiles

Detailspane

A logof your activity, including editing and moving files a selectedfile or folder. The folder being
reviewed is indicated at the top of the menu.



Documents

Activity
Today

/ You edited OneDrive Tutorial.docx

About a minute ago

O Test.txt was restored
4 hours ago

Yesterday

You renamed Test.txt to Text.txt
Yesterday at 10:50 AM

=p

O Text.txt was restored
Yesterday at 10:50 AM

@ You deleted Test.txt
Yesterday at 10:25 AM

This week

/ You edited OneDrive Tutorial.docx
Wednesday at 9:13 AM

My files
View files you have on your CWU OneDrive.

Recent
View files thatyou haverecently accessedhis includes files that were created by other people

Shared
Viewfiles in theShared with meand Shared by mesections.

Recycle bin
Send files to the Recycle bin by deleting them

To recover your recently deleted files, go to fRecyle bin page selectthe file, and selectestore.

Shared libraries
See documents, email attachmenétc. within a shared group.



Create a group by selectit@@reate shared librarycreating a name for the group, and add group

members or owners

The assadated email for the group allows you s&nd emails within the group aratcess email

attachments from the Attachments folder within the shared library.

Central Washington University

Get a team site connected to

Office 365 Groups

Use this design to collaborate with your team. Share documents,

track events in a shared calendar, and manage project tasks.
1

e N

alk ;L‘EQJJ

Site name

McDonaldRoTest

Group email address

McDonaldRoTest
Site address
htps://cwuwildcat sharepoint.com/sites/McDonaldRoTest

Site description

Privacy settings

Add group members

Group members will receive an email welcoming them to the
new site and Office 365 group

FoF -

M McDonaldRoTest
Who do you want to add?
You can siso add more people late

Add additional owners

Add members



UsingFilesin OneDrive

Once youselect dile in OneDrivethere are many options thelp you edit, share, anahoveyour file for
easier access and organizatidfau can eithel) Rightclick 2)hoverover andclick theShow actions
button (3 vertical dot$to get a dropdown menu 08) select and choose from the top options bardo
actions including the followm

=

Open

Preview

Share

Copy link
Manage access
Download
Delete

Move to

Copy to
Rename

Flow

Version history
Details

= =4 =4 4 =4 4 -4 -8 4 -4 -8 4

~

OneDrive -~ = %> |Central Washington Lin
v

£ Search everything |£ Share @ Copylink EJ Requestfiles 4 Download [i] Delete =p Rename EJ Moveto [} Copyto o Flow I= sort X 1selected =

Rose McDonald

B My files Files

D) Recent

& Shared O neme Modified Modified By File Size Sharing

F  Recycle bin (] Notebooks O October 5, 2018 Rose McDonald 1item Private
Share

Shared libraries Documents fose McDanald tems Frlvat
Copy link

nMrDona dTest Attachments . " 30se McDonald Zitems Private
lequest files

Bl McoonaldRoTest b McDonald —

Text tut Manage access ose 3
HCWL, Robot,
Test.txt Download Rese McDanald Private

u €s427

ﬂcsm Rose @ Central Washington University Delete pcDon P
Move to

Create shared library

Copy to
Rename
Flow
Details

Get the OneDrive apps

Return to classic OneDrive

Connecting OneDrive Your Computer

Syncing your CWU OneDrive will allow you to access these files on your computer and viewRhem in
ExplorefFinder.



1. Check that you have the OneDrive Apgstalled on your computer. If you are using Windows

10, OneDrive should already be installed
a. If you are using different version of WindowslownloadOneDrive for Windowfrom

the Microsoft Office Products page
b. If you are using a Mammputer,download the OneDrive applicatidrom the Mac App

Store

2. Select theSyncbutton. A loading window will appear sayi@gtting ready to sync

OneDrive

jol Search everything + New ~ T Upload

Rose McDonald

£3 My files Files
“0) Recent
Shared O name Modified
& Recycle bin Attachments January 3, 2017
Shared libraries Documents May 30, 2018

Getting ready to sync...
We are connecting to OneDrive on your

device. If there is no response, you may need
to get the latest version of OneDrive.

3. A popup Window will appearSelectOpen Microsoft OneDrive


https://products.office.com/en-us/onedrive/download
https://apps.apple.com/us/app/onedrive/id823766827?mt=12

OneDrive PEEMTPRMIEIITE  Open Microsoft OneDrive? a

N 5 Ul - https://cwuwildcat-my.sharepoint.com wants to open this
T N pload w3 Sync o

application.
Rose McDonald
. Cancel
1 My files Files
Recent
£t Shared Name File Size aring
Recycle bin Attachments
Shared libraries Documents
 CWu Notebooks
B s 4. i
[\ )5 notes.docx
o e -
ate shared it ]
@) English 101 Worksheet.docx 40 KE

[+] Hydropower Quiz Questions.docx

] Presentation.pptx
Getting ready to sync...
[ Presentation pptx
We are connecting to OneDrive on your
& device. If there is no response, you may need
to get the latest version of OneDrive.
[
a February 18 Rose McDonald

Return to classic OneDrive

Sign inwith your CWU email and passwofghsure the formatting ithe same as the logiyou
usedto signinto OneDrive.

@ Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

mcdonaldro@cwu.edu




@ Microsoft OneDrive X
Central Washington University

Sign in with your organizational account

medonaldro@cwu.edu

© 2016 Microsoft

A window will appear with the location of the OneDrive folder on your computer. There is also
an option toChange Locatioof the OneDrive folder.

@ Microsoft OneDrive X

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and
still have them on this PC.

Your OneDrive folder is here

CAUsers\rosem\OneDrive - Central Washington University

Change location




6. A confirmation window that your CWU OneDrive is properly setup should appkek.the
Open my OneDrive buttomo see ypur OneDrive folder on your computer.

@ Microsoft OneDrive X

Your OneDirive is ready for you

7. Now files can baccessed on your computer!

-~ = | OneDrive - Central Washington University - 8 x
= - °
- 1 @ > OneDrive - Centrsl Washington University > )

Centrol Washington University

# Network

u P Type here to search



Additional Help

If youhave questionsr need additional helpusing OneDriveyou can use the following resources:

1 Information Sevice€Articles onCWUORNeDrive
1 Microsoft OneDriv€ utorials and deo Training
9 Talkto a MEC Employee Lo Blackoard Ultrg Monday through Friday, 8 AM ®©PM

For more information on Online Learning resources for students,GA8it/Online Learnin@asics for
Students

For more information oriacultyresources, visifWU Multimodal Learning



https://cwu.teamdynamix.com/TDClient/2015/Portal/KB/?CategoryID=13136
https://support.office.com/en-us/onedrive
https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fus.bbcollab.com%2Fguest%2F6685623c4eb2413ebdc479602ba9ab05&data=02%7C01%7CForrest.H%40cwu.edu%7Ce308f8234b454f0bc05308d7d1ab1ae2%7Cf891d6c191d6444ba700d371910716c7%7C0%7C0%7C637208405124088275&sdata=OnkkE6N1sUZxk1DaazdDdvQ8RGBJu%2BZNbJOzA0HuB4U%3D&reserved=0
https://www.cwu.edu/online-learning/online-learning-basics-students
https://www.cwu.edu/online-learning/online-learning-basics-students
http://www.cwu.edu/multimodal-learning/

