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Learn more about OneDrive for Business

OneDrive for Business is your professional file library - your OneDrive for your business needs.
OneDrive for Business uses Microsoft 365 to safely store your files in the cloud, making it easy
to access, share, and sync your files from anywhere and from multiple devices.

Use these best practices to store, access, share files and more. Look for the optional self-
learning links throughout for further information.

Content:
= What is OneDrive for Business?
= Create files
= Upload files
= Share files
= Backup files

= Restore files



7 What is OneDrive for Business?

Tip 1: Why use OneDrive for Business

OneDrive for Business makes it easy to:

- Co-author in real time in Microsoft Office
365 applications.

- Store, sync and share your files, both inside
or outside your organization, on all your
devices.

- Discover and follow content from anywhere,
on any device.

« Manage document revisions using integrated
feed and version history.

« Receive comments and changes, even when
you're on the go, with notifications.
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Click here to watch a short introduction into OneDrive for Business



https://support.microsoft.com/en-us/office/what-is-onedrive-work-or-school-10f5c3fd-b0f6-40e2-9059-04735ffe01b7

7 What is OneDrive for Business?

Tip 2: When to use OneDrive for Business

You should use OneDrive for Business:

* Instead of storing business files directly on your
machine (local drive).

* For limited sharing of specific non-project or small
group related documents

* For files you aren’t sharing or aren't ready to share
with your team members or others.

Note: If you are part of a project team or larger group that has a
SharePoint site or Teams channel, you can move your document
from your OneDrive for Business to your SharePoint site when
you are ready to share it with larger audiences.
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Click here to see how to get started with OneDrive for Business



https://support.microsoft.com/en-us/office/get-started-with-onedrive-work-or-school-b30da4eb-ddd2-44b6-943b-e6fbfc6b8dde

7 What is OneDrive for Business?

Tip 3: Navigate through your files and folders with the navigation pane and toolbar

Basics of the navigation pane: Basics of the toolbar:
* Files - your home base. This is where you can find all  Select New to create files or folders.
your files and folders. « Select Upload to add files or folders to your
» Recent - the files you worked on last. OneDrive storage.
« Shared - the files others have shared with you and * Select Sort to change how you'd like to view your

the files you've shared with others. files.

« Select All Documents to change the view of your

* Discover - files that are trending around you from files

people you work with. . o
« Select Information to see details like who Has

» Recycle bin - your deleted files and folders. Access and Activity.

» Shared libraries - files in recently visited Teams and e Use keywords and tags to Search for files or folders
SharePoint sites.

Click here to watch a short video on navigating through the basics.



https://support.microsoft.com/en-us/office/onedrive-basics-work-or-school-110ca7b0-ae3d-4e51-a14c-9d583e2d630c

7 Create files

Tip 4: Quickly create files from OneDrive or your Office desktop

Creating OneDrive for Business files has never been easier:

1.Select New and choose the type of file you want. e

2.To rename the file, click the file name in the title bar (it may B3 My fles Folder
currently be titled as “Document™) and then type a name. ord document

3. All changes are automatically saved in the Office 365 online
apps. When you go back to OneDrive, your new file will already
be saved there.
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Quickly create folders to house multiple files

To create a file in an Office desktop app: 1.Select New > Folder.

1.0pen a desktop app, like Word, Excel or PowerPoint. 2.Type a name for the folder and select Create.
2.Select File > Save As.

3.Select your OneDrive work or school account.

4.Type a name for the file and select Save.

Click here for a short video to see these steps in action.



https://support.microsoft.com/en-us/office/create-files-and-folders-in-onedrive-work-or-school-e1f59717-2f02-494d-93c6-8ef9613e82ba

7 Upload files

Tip 5: Upload files in three simple steps
Files
To upload files, simply: S
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Click here to watch a short video and for more tips on uploading files and folders.



https://support.microsoft.com/en-us/office/upload-files-and-folders-in-onedrive-work-or-school-5bd927ad-d186-495c-93e8-7ca116fe7b83

= Share files

Tip 6: Share and stop sharing files anytime

You can use OneDrive to share photos, documents, other files,
and entire folders with people.

1. Go to OneDrive online

2. Hover over the file you want to share

3. Click the Share button [#

4. Customize the link sharing options (read more about the
options here) > click Apply

5. Click Copy and paste the link in a message to send to the
user you want to share the file with

Note: The files and folders you store in OneDrive are private until you
decide to share them.

Read more here to see who a OneDrive file is shared with or and how
to stop sharing at any time.
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Click here for more information and to watch a short video on how to share files.
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https://support.microsoft.com/en-us/office/share-files-and-folders-with-microsoft-365-business-72f26d6c-bf9e-432c-8b96-e3c2437f5b65
https://support.microsoft.com/en-us/office/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07
https://support.microsoft.com/en-us/office/see-who-a-file-is-shared-with-in-onedrive-or-sharepoint-51bb79a9-b696-410d-a7a7-c320e541272d
https://support.microsoft.com/en-us/office/stop-sharing-onedrive-or-sharepoint-files-or-folders-or-change-permissions-0a36470f-d7fe-40a0-bd74-0ac6c1e13323

= Backup files

Tip 8: Access files on and offline
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Click here for a short video on syncing files and folders.
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https://support.microsoft.com/en-us/office/sync-files-with-onedrive-in-windows-615391c4-2bd3-4aae-a42a-858262e42a49

= Backup files

Tip 9: Save storage space on your device with Files On-Demand

Files On-Demand enables you to access all your files in
the cloud without using local storage space on your PC.
To activate Files On-Demand, if not already, simply:

* Right-click the OneDrive icon ® in the Windows
system tray on the bottom-right of your desktop

 Select Settings > under the Settings tab, tick Save
space and download files as you use them

» Then in File Explorer, right-click on a file or folder
currently synced to OneDrive

 Select Free up space to make it accessible online only

or

» Click Always keep on this device to ensure the file or

folder remains on your PC

O

Online-Only File: A blue cloud icon next to a OneDrive file or
folder means that the file is only available online, so it doesn’t use
up your device's storage. You must be connected to the internet to
open this type of file.

Locally Available File: You can open this type of file at any time,
even without Internet access. If you need more space, you can
change the file back to online only by right-clicking on the file and
selecting “Free up space”

Always Available Files: Only files that you mark as "Always keep
on this device" have the green circle with the white check mark.
These files download to your device and take up space, but
they're always there for you even when you're offline.

Click here for more details on turning on Files On-Demand.



https://support.microsoft.com/en-us/office/sync-files-with-onedrive-files-on-demand-62e8d748-7877-420f-b600-24b56562aa70

7 Restore files

Tip 10: Easily delete and restore files

To delete a file, simply:
1. Right-click, or click the circle to the left of, the file(s) you want to delete.
2. Select Delete.

Files deleted in OneDrive will be moved to the Recycle bin and remain there for up to
3 years, unless manually deleted. If you need to restore a deleted file, simply:

1. Select Recycle bin in the left navigation pane
2. Select the file you would like to restore and click Restore in the top menu

If you delete an item from your Recycle bin and want to restore, check your ‘second
stage’ recycle bin.

1. At the bottom of your list of deleted items in the Recycle bin, you will see a
message “Can’t find what you're looking for? Click the Second-stage recycle bin
link."” Note: you will most-likely need to scroll to the bottom.

2. Select the file you would like to restore and click Restore. Note: if your file is not
there, the file may have reached the set retention rate limit.
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Click here for more details on turning deleting and restoring files.
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Note: After 3 years, deleted items are
permanently deleted and will not be
recoverable within OneDrive.


https://support.microsoft.com/en-us/office/delete-and-restore-deleted-files-99ade958-5c25-444b-9e1e-f222a8976441

