OneDrive
OneDrive is a Microsoft cloud storage service that lets you store your personal files in one place, share them with others, and get to them from any device connected to the Internet.  
OneDrive will replace your U Drive as the storage area for personal work related files.  One Drive has many benefits including:
· Access files from any corporate device e.g. PC, work phone or work tablet. Continue what you started, wherever you happen to be. Any changes you make will be updated on all of your devices 

· Share and Collaborate. You can share files, folders and photos with colleagues. No more large email attachments – just send a link.

You should already have a OneDrive icon on your desktop and in File Explorer - if you do not have one, please log a self-service call with the IT Helpdesk - http://itselfservice. 
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· 

Your OneDrive will look similar to your U Drive but with an added column – Status.  This column tells you where the file or folder is stored and whether it is shared or not.
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Icons
People icon next to a file or folder
	[image: OneDrive file shared icon]
	If you see a "people" icon next to your OneDrive files or folders, this indicates the file or folder has been shared with other people.



Blue cloud icon
	[image: OneDrive online file icon]
	A blue cloud icon next to your OneDrive files or folders indicates that the file is only available online. Online-only files don’t take up space on your computer.
You can’t open online-only files when your device isn’t connected to the Internet.  


Green tick icons
	[image: OneDrive locally available file]
	When you open an online-only file, it downloads to your device and becomes a locally available file. You can open a locally available file anytime, even without Internet access. 
If you need more space, you can change the file back to online only. Just right-click the file and select “Free up space.” 



Sharing
You can share files or folders that are stored in OneDrive by sending or posting a link to the file or folder to whomever you want. So, for example, if you want your manager to be able to see a folder, OneDrive creates a link for you that you can email to your manager.  You and those that you have share a file with can simultaneously edit a document. To Share a file or folder:
1. Right Click on a document or folder and a number of options will appear as below.

           [image: ]

2. Select Share and type in a user name, team mailbox or CFP security group.  You can also add a message.
· [image: ]

3.  Click Send
You will see that the shared file or folder will be marked with a [image: ]icon.  

Stop Sharing
To stop sharing a file or folder:
1. Right click on a file or folder.
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2. Select Give access to and Remove access.

Creating and Saving New Documents
To create and save a document from your OneDrive:
1. Open an existing document
2. Click File from the Menu Bar and select New as you would usually do.
3. Click File and Save As
4. Select Computer and then the OneDrive folder
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Recycle Bin
To restore deleted items: 
When you delete files on OneDrive using File Explorer, they're moved to your computer's desktop Recycle Bin. Unless your Recycle Bin is overflowing, the files stay there for 30 days.
 To open the Recycle Bin, double-click the Recycle Bin on the desktop. 
1. Right-click the item you want to restore, and select Restore.

Do
· Only keep files here which cannot usually be shared with anyone else. If they can or need to be shared (by one or more members of staff) move them to the Council File Plan with the appropriate access permissions
· You may want to keep documents here which are in draft format – once you have finished working on those documents you should then move them to a shared location and delete the old drafts 
· Delete all non-work related files
Don’t
· Keep non-work related files in you OneDrive
image3.png
@ OneDrive - Carmarthenshire County Council




image4.png
<« ~ 4 @ > OneDrive - Carmarthenshire County Council

s Quick access
I Desktop
& Downloads
Documents
) Pictures
1 1 danusry
B Information Governance Supporting Docs
= NNTHOMAS (\ntcarmec\home\Homedd) (U3
(] system32
@ OneDrive - Carmarthenshire County Council

5 ThispC

LR

Name

] Attachments
] Documents
| Notebooks
 Book
Document 1
Document 2
Document 3
Document 4
Document 5
Document
Document1
Document2
Document3

Status

» »

oODOODODOODD®DD
»

Date modified

18/11/2019 10:32
18/11/2019 10:32
18/11/2019 10:32
15/08/2019 11:22
06/11/2018 1340
19/11/2018 1115
19/11/201812:35
19/11/2018 16:04
22/04/2019 15:59
23/04/2018 1431
15/05/2018 13:09
02/06/2019 14:24
25/10/2019 1102

Type
File folder

File folder

File folder

Microsoft Excel W.
Microsoft Word D.
Microsoft Word D.
Microsoft Word D.
Microsoft Word D.
Microsoft Word D.
Microsoft Word D.
Microsoft Word D.
Microsoft Word D.
Microsoft Word D.

Size

9K8
K8
K8
K8
19K8
K8
T
K8
K8
19KB




image5.png




image6.png




image7.png




image8.png
i

00009000

P





image9.png
@ Share "Document 4.docx”
Send Link

Document 4.docx

People in Carmarthenshire County
‘Council it the link can edit

Enter a name or email address

Add 2 message (optional)

CopyLink  More Apps





image10.png




image11.png




image12.png
Account

Options

Save As

Sites - Carmarthenshire County
Council

OneDrive - Carmarthenshire
County Council

Other Web Locations

Computer

Add a Place

E;I Computer

Recent Folders

(& OneDrive - Carmarthenshire County Council
Ci» Users » nnthomas » OneDrive - Carmarthenshire County Councl

= U
[ Documents
 Desktop

-

Browse





image13.png
'~ OneDrive - Carmarthenshire County Council
Y e Sy o e




image2.png




