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Using OneDrive for File Storage

OneDrive, a part of the Microsoft 365 suite, provides a file storage solution for UMB employees for saving personal work
files. These instructions detail how to sign into OneDrive the first time and, if necessary, how to move files saved on a
network drive to OneDrive.

Accessing the OneDrive Client (Windows 10):

1. Open the File Explorer on the task bar:
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2. Inthe left-hand panel of the File Explorer, select OneDrive. The Set up OneDrive window will appear.
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Set up OneDrive

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

Enter your UMB e-mail address and click Sign in.

The UMB sign in page will appear. Enter your UM Password and click Sign in.

The This is your OneDrive folder will appear. Click Next.

The Sync your OneDrive files to this PC will appear. Click Next.

The Welcome to OneDrive window will appear. View if desired then close the window.

OneDrive — University of Maryland, Baltimore will now appear in the left-hand panel of the File Explorer. This is
your work OneDrive location.
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Moving Files to OneDrive
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These instructions are for employees who have personal work files on a network drive that need to be moved to
OneDrive. DO NOT save department/project/team files to your individual OneDrive.

1. Using the File Explorer, navigate to your present file storage location. For these instructions, this is the H: drive.

—
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@.g » Computer » sesteinberg (H:) »
Organize Bum  Newfolder
. Neme Date modified Type size
B Desktop Camntasia 9/2/20161:26PM  Filefolder
4 Downloads ET6 11/1/201612:51 PM  File folder
& OneDrive - University of Maryland Baltimore F&S Implementation Team 11/12/2013 344 PM  Filefolder
1 Recent Places HR 5/31/2016 225PM  File folder
HRIVS - Payroll 10/21/2016 215 PV File folder
A Libraries HRMS PeopleSoft Upgrade 9/2/20161:26PM  Filefolder
[ Documents Leave Requests 11/9/201611:18 AM  File folder
& Music New EE Documentation 9/27/201512:51PM  File folder
& Pictures Office 365 11/10/2016 %02 AM  File folder
B Videos Personal 11/1/2016 12:48 PM  File folder
Sarah Steinberg Folders 10/25/2016 9:48 AM  File folder
8 Computer Scans 6/28/2016 208 PM  File folder
o SIMS 10/28/2016 1041 .. Filefolder
9 sesteinberg (H:) Snippets 9/27/201512:51 PM  File folder
- Status Reports 11/1/201612:48 PV File folder
9 Encrypted (Q) T4 - Terminal Four 10/11/201612:24 .. Filefolder
Taleo 9/13/201610:23 AM  File folder
Timesheet Training 1/14/2016 216 M Filefolder
Training X 9/21/201612:00 PM  File folder
Travel 12/11/2011 4:06 PV File folder
€ Network VIBE 9/2/201612:48 PM  File folder
7] 2013Classes_Offered 6/4/2013241PM  Microsoft Excel W.. 12K8
110 CompPLan 2/21/2014 953 AM  Microsoft Word 9. 23K8
A 5/20/2012 9:15 AM 9. 1628
i scrren /13/2007 910 AM  Microsoft Word 9. “8KB

2. Select all the files displayed to the right by selecting the first file/folder, hold down the [Shift] key and click on
the last file/folder.

3. Once they are all selected, right-click on the file list and select Cut.

4. Right-click on OneDrive — University of Maryland Baltimore.

5. Select Paste.

EE !u‘- » Computer » sesteinberg (H) » -

Organize + [l P2y ~ Bumn New folder

45 Favorites Name Date modified Type Size
Bl Desktop Camtasia File folder
& Downloads ET6 File folder
& OneDrive - University of slementation Team File folder
- Restore previous versions
] Recent Places File folder
Open folder location
Payroll File folder
Include in library v
47 Libraries copleSoft Upgrade File folder
= Open in new window
> [F] Documents squests File folder
> g Music D Decumentation 9/21/201512:51 PM  File folder
> i Pictures Sensitive Data Manager 55 2AM  Filefolder
> B8 Videos Scan for Viruses... 1 File folder
einberg Folders File folder
_ ) Scan with Malwarebytes Anti-Malware L
4% Computer File folder
> &, Windows (C)) Sendto 4 File folder
58 sesteinberg (H) o i 9/21/20151251 PM_ File folder
> 8 CITS (P2) eports 11/1/20161248PM _ File folder
> &3 Encrypted (Q3) Pocte minal Four File folder
» & ondemandtraining File folder
» G2 ondemandtraining (e Remove et Training File folder

6. The length of time that it will take for the files to be copied will depend on the size and number of files.
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7. Once the files have moved, the window will look similar to the following:

@-C\J"'i » Steinberg, Sarh » OneDrive - University of Maryland Baltimore »

OneDrive for Business

Organize ¥ Includeinlibrary v Sharewith v

It Favorites
B Desktop
& Downloads
7 OneDrive - University of Maryland Baltimore

%] Recent Places

4 Libraries
[ Documents
&) Music
=] Pictures

B Videos

% Computer
&, Windows (1)
8 sesteinberg (H)
| Camtasia
HR Self-Service
Managing Inbox
Office365
Timesheet Duty
Exempt_DutyDays
HR Seff Service2

Burn

I

New folder

MName
Email attachments
ETG

[}

F&s Implementation Team
HR

HRMS - Payroll

HRMS PeopleSoft Upgrade
Intl_Operations

Leave Requests

New EE Documentation
Notebooks

Office 365

Personal

Sarch Steinberg Folders
Scans.

SIMS

Snippets

Status Reports

@ T4 - Terminal Four

ettt

[

@ Taleo
@ Timesheet Training
w1 Trainina X

Date modified Type
11/10/2016 9:01 AM  File folder
11/10/2016 912 AM  File folder
11/10/2016 9:12 AM  File folder

11/10/2016 9:12 AM  File folder

11/10/2016 912 AM  File folder

11/10/2016 9:12 AM  File folder

11/10/2016 10:00 File folder
11/10/2016 9:12 AM  File folder

11/10/2016 9:12 AM  File folder

File folder

11/10/2016 9:01 AM

M File folder

M Filefolder

11/10/2016 9:
11/10/2016

M Filefolder

M File folder

11/10/2016 9:04 AM  File folder

11/10/2016 9:04 AM  File folder

11/10/2016 3:04 AM  File folder

11/10/2016 9:04 AM  File folder
11/10/2016 9:05 AM  File folder
1A0/06 001 AM  File folder

M File folder

o The green checkmark means the file/folder has successfully moved and is now synched.

o Thered X means that a file (or a file within a folder) wasn’t successfully moved. Certain characters and

files types are not supported in OneDrive.

= To view sync errors:

e Right-click on any file with a red X.

e Select OneDrive for Business.

e Select View Sync Problems. Any file with a problem will be listed along with the error

and resolution.

At this point, OneDrive is available for use. If you use the Windows Explorer window to open and access files, now you’ll

go to OneDrive — University of Maryland Baltimore to do so.
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