
Sync Engine

•Device Application

•One User

•Any Device/Browser

•Portal to Shared Files

Communications

•Data for Workplace Teams

•Workflow-oriented

•Connect/Link in Chat and Video Conferences

Back-end

•“File-Share”

•Permissions

•Version

•DATA + Web Management

Web Portal - Hub

•User Identity

•Access From Office Apps

•Security

One Drive

•Back up Personal Files

•One-to-one Sharing

•Offline Access

•Attachments in 
Outlook

Teams

•Communication 

•Workflows

•Files

•Functionality

SharePoint

•Group Sharing

•Permissions

•Version management

•Organization

•SITES=DATA+Functions

OneDrive Components OneDrive Features



OneDrive & SharePoint together form a Mechanism for Hybrid File Access and Management

OneDrive is the User/Device Sync Agent – Users see Synced Files/Folders

SharePoint is the Organizational/management back end

SharePoint Sites can either be Synced or Linked in OneDrive/To Local devices

Teams is a Chat/Video Communications Application oriented around functional user groups

Team/SharePoint groups can be the same – Every Team has a SharePoint Site

SharePoint and Teams data/resources can be shared or restricted

Data/Resources can be limited/shared inside and outside a company



1. Evaluate Workflow by Intended Collaboration

2. Share via SharePoint/Teams if collaborating with regular group

3. Share via OneDrive if ad-hoc or limited/infrequent collaboration

4. Create new elements online for faster availability

5. Bulk upload items directly via browser

6. Share via Links, not emails/attachments

VS



Install/Verify OneDrive (1,2,3)

Sign-In with your EMAIL and Password

Select Local Data to Sync

Sync SharePoint Folders





Linked

• Sync once to all Locations/Devices

• Hard to Distinguish from Personal Files

Sync

• Sync once, to one device

• Slower updates

Access via Link vs Sync

1. Access Files from Cloud/Browser

2. Access Files from Teams if Linked to team

3. Link with OneDrive OR

4. Sync with One Drive

5. Manage via SITES (SITE=Web interface for Shared Data)



https://fourincorp.sharepoint.com/_layouts/15/sharepoint.aspx

https://fourincorp.sharepoint.com/_layouts/15/sharepoint.aspx
?q=contentclass%3ASTS_Site&v=%2Fsearch%2Fsites

Sign in to Sharepoint: 
https://fourincorp.sharepoint.com/_layouts/15/sharepoint.aspx

You may see some/all of your assigned sites

Go to EACH SITE to Sync/Link

Use the SECOND link to view all sites:

https://fourincorp.sharepoint.com/_layouts/15/sharepoint.aspx
https://fourincorp.sharepoint.com/_layouts/15/sharepoint.aspx?q=contentclass%3ASTS_Site&v=%2Fsearch%2Fsites
https://fourincorp.sharepoint.com/_layouts/15/sharepoint.aspx?q=contentclass%3ASTS_Site&v=%2Fsearch%2Fsites






Not Signed In

•Open OneDrive

•Sign In

Sync Errors

•Open OneDrive

•Review Failed Folders/Files

Account Blocked

Sync Paused

•Open OneDrive

•Review Settings for Throttling/other

Taskbar Statuses

Synced

• Open in OneDrive

• Available Offline

Sync In Progress

• Only OneDrive/SharePoint Files

Available in the Cloud

• You must open the file to sync to your 
device

Unable to Sync

• Possible Conflict OneDrive

• Possibly Incompatible

OneDrive File/Folder Status

Online-Only

New!

• OneDrive Only

• Any New File



1. Select OneDrive Icon 
in Taskbar

2. Right-Click Icon 3. Select Gear/Settings
4. Adjust 

Account/Sync/Backup
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