- . @ OneDrive OVERVIEW

TECHNOLOGIES

OneDrive Components OneDrive Features
Sync Engine eBack up Personal Files
e Device Application *One-to-one Sharing
*One User R
OneDrive ¢ Any Device/Browser One Drive
¢ Portal to Shared Files

¢ Offline Access

eAttachments in
Outlook

Communications

¢ Data for Workplace Teams

¢ Workflow-oriented . .
[V [Tt SUMSI  Connect/Link in Chat and Video Conferences *Communication
ﬁ eWorkflows
Ei oFiles
e——— S & S 2 o
ack-en eFunctionality
o “File-Share”
e Permissions \

e \ersion
*DATA + Web Management

SharePoint

eGroup Sharing
ePermissions
SharePoint e\ersion management
eOrganization
oSITES=DATA+Functions

Web Portal - Hub

e User Identity

* Access From Office Apps
e Security




CONS

e > @ OneDrive Key Points

TECHNOLOGIES

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

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




- @ Considerations — Data
Locations/Sharing

SharePoint

meee 1. Evaluate Workflow by Intended Collaboration

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

VS

Shar=Point OneDrive

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

s 4. Create new elements online for faster availability
s 5. Bulk upload items directly via browser

6. Share via Links, not emails/attachments




e Setup - OneDrive

TECHNOLOGIES

Install/Verify OneDrive (1,2,3)
Set up OneDrive

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

Sign-In with your EMAIL and Password

I @
Select Local Data to Sync 3 . vemanelieadt .
‘r 4-‘ \

I test.user@test.queencontech.com

Sync SharePoint Folders

Email address

Sign in to OneDrive to get started
Sign in to OneDrive to get to your files and sync them on
this device.
[ ]
ign in

Friendly Blue Sign in button!

2. Click the cloud symbol

1. Click the "Up" arrow in the taskbar
A
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CONSULTING &
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& Microsoft OneDrive X

1,

Back up your folders

Selected folders will sync in OneDrive - Queen Consulting and Technologies. New and
existing files will be added to OneDrive, backed up, and available on your other devices
even if you lose this PC. Learn more.

I

Desktop Documents Pictures
0 KB DKB 1KB

Space left in OneDrive after see\ 1,024 G /

2. Click “Next” Many
Times until this:

yes!

Setup — OneDrive

v

You're all set
All files are in sync

@& OneDrive is up to date
1 Consulting and Technologies

« “ 4 @ OneDrive v B £ Search OneDrive

- Name Date modified Type Size

~ Quick access
[ Desktop

° 4 Downloads
Documents
[&] Pictures

b Music

B videos

~ Personal 3/10/2023 1218 PM File folder

S

> |. OneDrive - Queen Censulting and Technolegies |

L Y

Fer persenal

> @ OneDrive

» B This PC

> i Metwork

\

Open your OneDrive - Queen Consulting and Technologies folder

Settings

View online
Pause syncing
Manage storage
Get help

Send feedback

Close OneDrive

O

Open folder

@

View enline

&

Help & Settings
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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)

S

SharePoint

ULEN.- - File Access - SharePoint

Access via Link vs Sync

Linked

e Sync once to all Locations/Devices
e Hard to Distinguish from Personal Files

Sync

e Sync once, to one device
e Slower updates
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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

((QUEEN. , i Syncing Sharepoint via -

OneDrive

ttps://testqct.sharepaint.com/_layouts, sharepoint.aspx?q=contentclass’ _Site&v=%2Fsearch%:2Fsites
< 3 https/testqct.sharepoi /_layouts/15/sharepoint.aspx?q lass%3ASTS_Site&v=%2Fsearch%2Fsi

i3 SharePoint &~ contentclass:STS_Site

® B o @ & o

Al Files  Sites People News Images

QCT Test from Teams
https.//testqct.sharepoint.com/sites/QCTTestfromTeams
Test Team Group

QCT Test from Sharepoint

https://testqct.sharepoint.com/sites/QCT TestfromSharepoint
QCT Test from Sharepoint

fed Communication site

https://testqct.sharepoint.com



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

(JUEEN. . % Syncine Sharepoint via

TECHNOLOGIES SharePoint

1. FOR EACH SITE OneDrive

‘ Sf Home | Microsoft 365 X Ef# General (QCT Testfror X | @ Home - OneDrive X ‘ 4 SharePoint x ‘ Q QCT Test from Teams X ‘ 4 QCT Test from Sharep X ‘ Q Access Denied X ‘ Ar -
&« C () https://teams.microsoft.com/_#/FileBrowserTabApp/General ?threadld=19:zWUNIDPazU272d6fzahFuW1ul_8YjkoNj8bqDEBWOLA1@thread.tacv28ictx=channel 78 o=
A:%w Teams = General Posts Filesv + 01 Meet v

g)‘ Your teams T Upload ~ B Editin grid view | ] Syncl
a
vos QCT Test from Teams o 9
w Documents It v
Teams General !w mg 1@ m
Calendar

3. Accept Prompts

) Add shortcut to OneDrive

w0 2 Select SYNC

B D Name ~ Modified Modified By ~ + Add column
Files
General Thursday at 8:25 AM  SharePoint App
,
“Test from Sharepoint 2 minutes ago Test User
L
o (7 ~Test From Sharepoint.xlsx 2 minutes ago Test User




e o B Syncing Sharepoint via -

TECHNOLOGIES SharePoint

3, Accept Prompts OneDrjve

(im] | Home | Microsoft X | K@ General (QCT Tes: X | @ Documents - One X | i SharePoint X | B QCT Test from Te: XJ & QCT Testfrom Sk X l£§3 Settings x | (3 Newtab x | 4F — X

& (@] (3 https://testqct.sharepoint.com/sites/QCTTestfromSharepoint/Shared%20Documents/Forms/Allltems.aspx 8 = @

This site is trying to open Microsoft OneDrive.

https://testqct.sharepoint.com wants to open this application.

D Always allow testqct.sharepoint.com to open links of this type in the associated app 4 R e e a t a t e a C h
0 .

Your, first Sync/Link willlinvolve 3 steps

site

We're syncing your files

You can close this dialog and your files will
continue to sync in the background. If there is no
response, you may need to install the latest

version of OneDrive.
e Close




==t o oy Sync Statuses - OneDrive

TECHNOLOGIES

OneDrive File/Folder Status Taskbar Statuses

Synced

e Open in OneDrive Not Signed In
* Available Offline . «Open OneDrive

eSign In
Sync In Progress

* Only OneDrive/SharePoint Files On|ine-0n|y Sync Errors

eOpen OneDrive
eReview Failed Folders/Files

Available in the Cloud New!

® OneDrive Only
e Any New File Account Blocked

WE Documentdocx
e You must open the file to sync to your
device

Unable to Sync Sync Paused

e Possible Conflict OneDrive *Open OneDrive
e Possibly Incompatible eReview Settings for Throttling/other
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UEEN. . ¢y Troubleshooting - OneDrive

4. Adjust
Account/Sync/Backup

LSl OBl e 2. Right-Click Icon 3. Select Gear/Settings

in Taskbar

@ OneDrive Settings — X
1S syncand backup Sync and backup
&  Account
Back up important PC folders to OneDrive
Q Notifications Back uE your Desktop, Documents, and Pictures folders to OneDrive, Manage backup
50 they're protected and available on other devices.
® About Learn more
Preferences
Start OneDrive when | sign in to Windows on @D N E E D I I E L I B
Pause syncing when this device is in battery saver mode off (@ ) 540 g g g 435
n L} ]
Pause syncing when this device iz on a metered network On Q . ( " EL p)
Queencontech.com/Help
support@queencontech.com
Storage Advanced settings « l . 1 - I . \
—_— « K
27.3 GB used of 178 (2%) € CORSILTING &
D Gethelp THCHNOLOGIES
9@ Giua faadhacl
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