Directions for uploading, downloading and/or editing documents in
Office 365 OneDrive (sharepoint)
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Directions for uploading, downloading and/or editing documents in Off
365 OneDrive (sharepoint)

A. Getting to Office 365 (if you already know this, skip to B).

1] office 365 http://office365.com < ju =N

Suggested Website
office365.com — Microsoft Office | Pro

Google Search
Q office 365
Q office 365 mail
Q office 365 portal
Q office 365 personal
Q office 365 download

1.0pen a browser and go to

‘”'“ Office 365 - if you don’t
oIt e e already have the page
i bookmarked, simply google
o S Tl o o mahes Office 365 and click on the
first link that comes up or put
in office365.com

i ﬁ"’

P e 29/05/2011
& products.office.com t 9 | [F
pport My account | Sign in

Work, school or university
™

] Office q
Ay — |

Welcome to Office 7 w .
From home to business, from desktop to web and R ‘y’ ‘\g = 2. In the right hand Corner,

the devices in between, Office delivers the tools to

getwork done e click on “Sign in” and choose

e e i ‘ | “Work, school or university”
- 1

&8 Miarosoft 3. Sign in with your PFW
Signin email address and password

dixson@pfw.edu|

Back

Can't access your account?



B. Getting to One Drive (if you already know this, skip to C)

Offico 365

«

Outlook

July 2015

outlook.office365.com

Microsoft Office for free

o Calendar <Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec ) Gototoday s a member of the faculty at ipfw.edu, you can
install Word, Excel, PowerPoint, OneNote, and
« July 2015 » | Sunday Monday Tuesday Wednesday Thursday Friday Saturday Outiook on up to 5 PCs and Macs and get Office
ot owor s s 0 Jul 1 5 3 4 apps for your mobile devices for free.
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1.In whatever page opens,
click on the multiple boxes in
the upper left hand corner.

2. Now click on “OneDrive”



C. Navigating P & T files (for uploading/editing go to D)
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# ind657-my.sharepoint.com

OneDrive” ;

OneDrive @ Indiana University Purdue University Fort Wayne

Documents

Welcome to OneDrive @ Indiana University Purdue University Fort Wayne, the place to store, sync, and share your work. Documents are private until shared. Leam more

here. Dismiss

@nNew A upoad & sync v

v [0 nName Modified Sharing Modified By
Email attachments . June2 2% Shared ' Marcia Dixson
Shared with Everyone . August16,2014 2% gnared | Marcia Dixson

Drag flles here to upload

& ind657-my.sharepoint.com

Onedrve

Carol Sternberger
ASSOCVCACADEMICPRGS/DIRGRADSTUDIES

Carol Sternberger's documents  Documents we have in common

Documents . P&T 2015-2016

@nNew A upoad S sync (Y Share v
v [ Name Modified  Sharing Modified By
CEPP 2015-2016 . May22 2% Barry Kanpol and 18 more Carol Stemberger

CHHS 2015-2016

- May22 2% Mary Cooper and 15 more Carol Stemberger

COAS 2015-2016 . May22 2% Nashwan Younis and 13 more | Carol Stemberger
ETCS 2015-2016 . May22 2% ghared Carol Stemberger
Library 2015-2016 2% Susan Skekloff and 14 more

. May22

Carol Stemberger

# ind657-my.sharepoint.com
Carol Sternberger
ASSOCVCACADEMICPRGS/DIRGRADSTUDIES

Carol Sternberger's documents  Documents we have in common

P&T 2015-2016 - COAS 2015-2016

@nNew A upoad S sync (Y Share v

v [ Name Modified Sharing Modified By
Biology - September 11,2014 2% Marcia Dixson and 16 more

v Canine Communication . 7 minutes ago 2 Shared
Communication . September 11,2014 2% Marcia Dixson and 14 more
English . May22 2% Marcia Dixson and 13 more

& ind657-my.sharepoint.com

<

Onedrve

Carol Sternberger
ASSOCVCACADEMICPRGS/DIRGRADSTUDIES

Carol Sternberger's documents  Documents we have in common

COAS 2015-2016 : Canine Communication

@nNew A upoad S sync (Y Share v
v [ Name Modified Sharing Modified By
v Dixson . 10minutesago % shared ~ Marcia Dixson

Drag files here to upload

& ind657-my.sharepoint.com

Onedrve

Carol Sternberger
ASSOCVCACADEMICPRGS/DIRGRADSTUDIES

Carol Sternberger's documents  Documents we have in common

Canine Communication - Dixson
@New

A upload

& sync 7 Share v
v [ Name Modified
v Curriculum Vitae . 6 minutes ago
External Reviewers' Letters and Chair's Letter of Solicitation . 6 minutes ago
Section I Cover Sheet . 6 minutes ago
Section II Committees', Chair's, Dean’s, VCAA's, and Chancellor's Recommendations . 5 minutes ago
Section III & IV Candidates Statement and Dossier . 5 minutes ago

Section V Appendices . 5 minutes ago

Drag files here to upload

Shared with 13 people

Shared with 13 people

Carol Sternberger
Marcia Dixson
Carol Sternberger

Carol Sternberger

Shared with 13 people

Shared with 13 people

Sharing

2 Shared
2% Shared
2 shared
2% Shared
2 Shared

2% Shared

Modified By
Marcia Dixson
Marcia Dixson
Marcia Dixson
Marcia Dixson
Marcia Dixson

Marcia Dixson

Q

Q

1.In the Navigation pane of
your Documents window, click
on “Shared with me”

2. Depending on what folders
have been shared with you,
this may open directly into P&T
2015-16 or you may have to
click on it and then navigate to
the correct college,
department, and individual.

So, choose the college . . .

Choose the department . . .

Choose the individual . . .

You now have access to all of
the folders and files for this
candidate.



D. Uploading or editing files in OneDrive (for downloading skip to E.

& ind657-my.sharepoint.com ] g

Carol Sternberger
'ASSOCVCACADEMICPRGS/DIRGRADSTUDIES

1. Click on “Upload”

Carol Sternberger's documents

Documents we have in common Shared with 13 people

iculum Vitae Mo =

~

nc L/ Share v

Modified Sharing Modified By

... Afewsecondsago 2% Shared = Marcia Dixson
Drag files here to upload

@ ind657-my.sharepoint.com (@]

EY = [nlis- £ Desktop e Q

Favorites ~  Date Modified Size  Kind

P search onedrive

22 Dropbox i Dixson Vitae.doc 6/9/15
 Screen Shot 2015-07-11 at 1.00.18 PM 1:00 PM 790KB  PNG
8 Ay Files I Screen Shot 2015-07-11 at 1.00.25 PM 1:00 PM 820KB  PNG .
& iCloud Drive ~ Screen Shot 2015-07-11 at 1.00.33 PM 1:00 PM 820KB  PNG 2 . C h 0oose yOU r fl I e
B Mom's stuff | Screen Shot 2016-07-11 at 1.00.39 PM 1:00 PM 693KB  PNG ole
~ Screen Shot 2015-07-11 at 1.00.45 PM 1:00 PM 786KB  PNG N . or...
£33 Classes I Screen Shot 2015-07-11 at 1.00.50 PM 1:00 PM 670KB  PNG 13 n O =
[ Desktop "~ Screen Shot 2015-07-11 at 1.01.05 PM 1:01 PM 692KB  PNG
€ Video ciips __ Screen Shot 2015-07-11 at 12.51.49 PM 12:51 PM 160KB  PNG
1 Screen Shot 2016-07-11 at 12.56.41 PM 12:56 PM 27MB  PNG
£ Google Drive = Screen Shot 2015-07-11 at 12.56.55 PM 12:56 PM 28MB  PNG
/A; Applications | Screen Shot 2016-07-11 at 12.57.01 PM 12:57 PM 33MB  PNG
) ' | Screen Shot 2015-07-11 at 12.57.49 PM 12:57 PM 33MB  PNG
Creative Cloud Files
| Screen Shot 2015-07-11 at 12.67.58 PM 12:58 PM 33MB  PNG
Devices | Screen Shot 2016-07-11 at 12.58.21 PM 12:58 PM 777KB  PNG
Remote Disc. = Screen Shot 2015-07-11 at 12.58.27 PM 12:58 PM 731KB  PNG
= Screen Shot 2015-07-11 at 12.58.44 PM 12:58 PM 732KB  PNG
Media [ Screen Shot 2015-07-11 at 12.58.51 PM 12:58 PM 705KB  PNG
J7 Music

& ind657-my.sharepoint.com

Carol Sternberger

=)

[£3

'ASSOCVCACADEMICPRGS/DIRGRADSTUDIES

3. Drag your file
onto the page

Carol Sternberger's documents  Documents we have in common Shared with 13 people

Dixson . Curriculum Vitae o

| @

v [ Name

A upload ) Share v

c Sync

Sharing Modified By

§f Dixson Vitae .. A few seconds ago Shared Marcia Dixson

Drag files here to upload
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Office 365+
P search onedrive 4 Carol Sternberger ;<o vitae.doc x
" ASSOCVCACADEMICPRGS)
Carol Sternberger's documents — iith 13 people
r——
Dixson  Currii ., Mo AR o =
O one sme: 250
B ¥ niss o s
e oY
@New 2 upoad S sy 43 Commmesto s vy e o
. P
v [ nName 1979 BSE Englsh NortheastMissour State University, Kiksille, MO

if| Dixson Vitae 3 TeAcHNG cageEr

January 2008 - present

[ PAGE10F16 B~ =

Changed by you on 7/11/2015 10:00 AM

Shared with | Yifei Pan, Open in Word wim, and 10 more
https://ind657-my.shar Open in Word Online nber_ipfw_edu/_ ¥

Download
EDIT  FOLLOW 1

. Share
Rename
Delete
Move or copy
Version History
Properties

Advanced 4

4. To edit - click on
the three dots to
the right of the
filename. in the
window that opens,
click on the three
dots - now you can
delete, rename,
move or open in
Word to edit.
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E. Downloading files in OneDrive

e0e < 1n] IndB57-my.sharepoint.com v (6] e, 0 | e
“Office 365 oon've et (T aali 1 Click on the
» 9 Pl ellipses to the
S ~ right of the
Carol Sternberger's documents. . Documents wa have in comman. § Shared with lﬁoeoole‘ d t
Dixson . Se *aenrs ” Statement and Dossier || /7|7y document you
® 9 Eo want to
- download - a
preview of the
document will
appear (in this
case a beautiful
Changed by you on 7/30/2015 6:28 AM examp|e Of a
‘3,_.,0,: el Pan, fodd Raines, ferrl Swim, al } Canine :)-
-‘. 2. Then click on
_ . ~ theellipses
o ( > @O . ‘ Ind657-my.sharepoint.com u] (4] + under the
Office 365 OneDrive : - previ ew.
o Carol Sternberger
o \‘ ASSOCVCACADEMICPRGS/DIRGRADSTUDIES
Carol ger's [N we have in commaon Shared with 16 people
Dixson . Se K&anhJPG * Statement and Dossier [ [ [
. -
9 b
@rew 2 uplss

)
v [ Neme ]

1' Kaiah &

Changed by you on 7/30/2015 6:28 AM

3. Choose
Um:ﬂ Yifel Pan,  Todd Raines,  Terrl Swim, al | download

hetps://ind657-my.sharepoint.com/personal/stember_ipfw_«

Rename

Move or copy

Version History

Advanced 4




# _TOffice 365 OneDrive

| Carol Sternberger

"N ASSOCVCACADEMICPRGS/DIRGRADSTUDIES

Carol Sternberger’s GOCUMENts.  Documents we hine i comencn

Dixson . Se *enre
L

Changed by you 0n 7/30/2015 6:28 AM

Shared with | Yifel Pan, | Yok Raines, | Terrl Swim, and
13 more

ot e S

ece » KaahJPG

. * Statement and Dossier [/ [ [ o =

W 16 peopiy |

e 29/05/2011

4.The document should
appear where your
downloads normally appear
in the browser you are
using

5. And, there you go - you
can now save the document
in a place convenient for
you to review.

6. Important: Please keep
in mind the confidential
nature of these documents.
Keep your copies
somewhere password
protected. Once you have
finished your review, please
delete all of your copies of
documents.

If | can be of assistance please contact me at:
dixson@pfw.edu or 16558.

Good luck!
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