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Overview

OneDrive for Business (a.k.a. OneDrive throughout this document) is basically a cloud
storage. It allows you to store your files online up to 1TB. You can also work with your
documents and save online or even share any of your files. So whether you are working from
a university PC or a friend's laptop, you can always access your documents at home or
anywhere through OneDrive. One more thing, even if you are working on a computer without
MS Office installed, you can still work on your Office documents with Office Online that is

available in the OneDrive website.

Accessing OneDrive

There are different ways to access OneDrive.
1. Through OneDrive website.

2. Through OneDrive app on your computer or mobile device.

How to Access the OneDrive Website

You don't need to install the OneDrive application to be able to access OneDrive. Follow the

simple steps below to start using OneDrive for storing your files.

1. Open any web browser and logon to your AURAK email account.

2. Click'the app launcher E located at the upper left-hand corner of the mail homepage
to display your available apps.

3. Select OneDrive EZ2 from the list. If the application doesn't show, click the "View all
my apps" link to show all your available apps.

4. OneDrive homepage will display. A sample screenshot is shown below.

Office 365  OneDrive
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What is Inside the OneDrive Website

As you notice on the right pane of the OneDrive website, there are four (4) sections: Files,

Recent, Shared with me, and Recycle Bin.

Files
By default, contents of the “Files” section is displayed. On top of the page, there is New,

Upload, and Sync options.

New

This option allows you to create new folder or office document (Word, Excel,
Powerpoint, One Note) in your OneDrive storage. OneDrive is using Office Online,
therefore, you can work with office documents even when the computer you are working

on doesn’t have Office installed.

Files or folder created will be saved to your OneDrive storage and can be accessed in

the Files section.

Upload
This allows you to upload files such as photos, videos, documents and others. Your

OneDrive is capable of storing files up to 1TB.

Sync
Syncing your OneDrive storage to your device will allow easy access of your files. This

option requires the OneDrive app to be installed to your device.

Recent

Recent documents will show here.

Shared with me
Files and folders shared to you can be accessed here. This is empty when nothing is shared
to you. You can view or edit the file shared to you depending on permission set by the owner

when sharing.

Copyright © 2016 by American University of Ras Al Khaimah, IT Department

Page 5 of 8



American University of Ras Al Khaimah
Information Technology Department

OneDrive for Business
Recycle bin

Files or folders you have deleted from the OneDrive website will be moved to the recycle bin
of your OneDrive storage. Deleted items that are still available in the recycle bin can be
restored. To permanently delete a file, select the file and click on delete selection. To

permanently delete all files, select empty recycle bin.

Note: Items in the recycle bin are automatically deleted 30 days after they're put there. If your

recycle bin is full, the oldest items will be automatically deleted after three days.

https://support.office.com/en-us/article/Delete-or-restore-files-and-folders-949ada80-0026-4db3-a953-c99083e6a84f?ui=en-US&rs=en-

US&ad=US

Using the Application

You may also install the OneDrive for Business application on your computer or mobile device.
The benefit of installing the application is it gives you easy access from your device and it'll

save you time from logging in to your E-mail to access the OneDrive website.

For Mac and mobile devices (Android, iOS, Windows phone), you can get the app from Store

on your Mac or phone.

Download the App to your Windows Computer

1. Openany web browser and logon to your AURAK email account.

2. Click the app launcher B (ocated at the upper left-hand corner of the mail homepage

to display your available apps.

3. Select OneDrive ﬂ from the list. If the application doesn't show, click the "View all my
apps" link to show all your available apps.
Click the “Get the OneDrive apps” link located at the lower left-hand side of the page.
Download OneDrive webpage will open with Windows as default selection as shown

in the screenshot below.

TR T
il OreOrie
Download for OneDrive OneDrive
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6. Click the Download button to download the installer.

7. Depending on your browser, go to the install pop up that appears and click Run (in

Internet Explorer), Setup (in Chrome), or Save File (in Firefox).

Installation Flow

s E
& Microsoft OneDrive Setup ﬂ

& OneDrive

Instaling OneDrive

Upon running the installer, this will show on your screen.

[ @ Microsoft OneDrive e
' Set up OneDrive I
Put your files in OneDrive to get them from any device.

] Office 365

Wark or schoel account

boenselest@eurak.acae

B® Microsoft

Provide your AURAK E-mail password to Sign in.
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Sync files from your OneDrive

# Sync all files and folders in my OneDrive

Sync anly thece folders
1| Phes notin s foider

V1) et (2.0KE)

1) testrosebook (37.603)

Selected: 27.6 4D
Remaining space on C: 203.6 GB

Adjust your settings for syncing files then click Next.

OneDrive is now ready.

For more info about OneDrive for Business, you may refer to the following links from Microsoft:
https://support.office.com/en-us/article/What-is-OneDrive-for-Business-187f90af-056f-47c0-
9656-ccOddca7fdc2?ui=en-US&rs=en-US&ad=US
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