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Microsoft OneDrive

Did you know that as a student enrolled with a Department of Education school, you can download
Microsoft 365 to use on your personal device for free? The Microsoft 365 suite for students includes
Word, Excel, PowerPoint and Outlook. It is easy to download and install the Microsoft 365 software and
you can find instructions on the SIDE website under eLearning > General Help.

This helpsheet focuses on OneDrive, which is a cloud based storage service. It is part of the Microsoft
365 suite. The Microsoft Support Centre includes some useful tips and helpsheets to get you started
with your projects. Visit the website for help in using OneDrive

Accessing Microsoft OneDrive online

As well as using Microsoft 365 apps locally on your computer, you can access a web version of the suite.

To access OneDrive online:
1. Open your DoE student email. There is also a link on the SIDE website under the Quicklinks tab.

2. Use the waffle menu in the top left-hand corner to view your Microsoft Apps.

3. Click onto OneDrive:

E 0 B Office 365 -
A

B

Apps
E Qutlook ‘ COneDrive

a Word I' Excel
Q PowerPoint

Important Notes:

1. Double check the profile in the top right-hand corner and make sure you are the person logged
in. Check the end of this helpsheet for support.

2. To keep your account safe, make sure that you sign out when you have finished using your web
based Microsoft 365. There is help on how to do this at the end of this helpsheet.

3. Remember your online safety and that of others when working Microsoft 365 Cloud-Based
services. The content you create and share must be appropriate and kind. Once you have
finished using the online version of Microsoft 365, especially on a shared computer, make sure
you sign out and close all browser windows. For more tips on being safe online, visit:
https://www.esafety.gov.au/kids/be-an-esafe-kid (primary)
https://www.esafety.gov.au/young-people (secondary)
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Uploading work to your OneDrive

Once you have created a document or media item (Word, PowerPoint, Video, Audio, etc...), you can
upload it to your DoE OneDrive. To do this:

4. Open your web version of OneDrive as outlined above.

s.  Hover your mouse over the Upload button and click either files or folder*, depending on what you wish to

upload:
i | 4y School of Isolated and Distance | %X | o My files - OneDrive x |+
<— G ﬁ:ﬂ lfl https://educationwaeduau-my.sharepoint.com/personal/veronika_popp_4141_student_eq
O Search
POPP Veronika T Upload ~ 43 Sync 4% Automate ~
£ My files Files ‘ Upload files from your computer to this location
@ Recent Folder
My files
& Shared

=1 Dormurla hin —

* Files = one or more documents of media items, including a zipped folder
* Folder = a folder that is not zipped. Will upload all folder contents

6. Select the item or items you wish to upload and click Open:

& open >
« v <« My Docume... * English v O /2 Search English
Organize + Mew folder =~ [ @
4 Downloads ] MName Type
J’ Music Chatterbox.pdf Adch
[=] Pictures |&] Icon.png PMG
B Vvideos @ ScannedTaskl.png /0772021 1:22 PM PNG
= 05Disk () @ SIDE-painted.mpd 11/08/2021 9:12 AM MP4
== E2031373 (\\E41:
= Annlications Drin ¥ € &
File name: |"Icon.png" "SIDE-painted.mpd” V| All files (*.%) ~
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7. You will receive a notification when your items have uploaded successfully and recently added items will be
indicated with three lines:

Distance ' X | @ My files - OneDrive x | +

[ https://educationwaeduau-my.sharepoint.com/personal/veronika_popp_4141_student_education_wa_edu_au.. [ 8 =

T Upload ¥ 3 Sync #3§ Automate ~ Fsot~ v =~ O

Uploaded 2 items to My files
535 MB
My files
lcon.png
12.8 KB
[  MName ~ Modified v Modif
5 SIDE-painted.mp4
Q “lcon.png A few seconds ago POPP 533 MB
E‘ SIDE-painted.mp4 A few seconds ago POPF \Veromiks IR Private

Creating new document in OneDrive
It is possible to create documents within OneDrive directly. To do this:

8. Click + New to reveal a drop down menu. Choose folder or the type of document you would like to create.
This example will continue with a Word Document:

im} | 4y School of Isolated and Distance = X | @ My files - OneDrive x ==

< O ") [9)  httpsy//educationwaeduau-my.sharepoint.com/personal/veronika_popp_4

POPP Veronika T Upload ~ 22 Sync #% Automate v
Create a new fold{r or document in this location |
B3 My files Folder
W Recent @3 Word document
o Shared B Excel workbook
¥ Recycle bin B’ PowerPoint presentation M
og
Quick Access M| OneNote notebook e
Sites help you work on projects with @ Forms for Excel
your team and share informaticn 14 A few
from anywhere on any device. Create & Link
or follow sites to see them here. = .
Mew folder & min
9. Create your document as usual. Your work will save automatically.
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10. Give your document a title. Click on the temporary title given by OneDrive (in this case Document3). Add
your title to the File Name and press Enter on your keyboard:

.2 Search (Alt + Q)
|

leview View Help £ Editing v
File Mame
= & A . =
My "-"u"u:lrki docx A B I Q M= —
Location
D Veronika * Documents

Save status

Last saved: Just now

@ Version History

11. Your document will be available in your OneDrive:

OneDrive 2 Search
Veronika T Upload ¥ Z2 Syn

My files
Recent
My files
Bhared
Recycle bin D Name
Access

At

Mew folder
elp you work on projects with
pam and share information Document.d acx
nywhere an any device, Create

bw cites to see them here.
Document1. locx

Document2. locx
“lcon.png

1
My Work.docx

Hlf L& & M

“SIDE-painted.mp4
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Sharing your work from OneDrive with your teacher

The great thing about saving your work in OneDrive, is that it is easy to share a link to your document for
media file with your teacher. If you are working on a task, they can then see your progress. It is important
to note however, that most of your SIDE work will need to be submitted via Moodle. Talk to your teacher if
you are unsure.

To share a link to your document:

12. Hover your mouse over the document you would like to share. Click the Share icon:

My files
[ MName v Modified v Modifi
“MNew folder Yesterday at 1:59 PM
= Document.docx June 11
= Documentl.docx June 11
@ Document2.docx June 11
[2] “lconpng Yesterday at 2:05 PM
O m '\My Work.docx =
£=\1 My Waork
D " SIDE-painted.mp4 | Share the selected item with other peaple
=
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13. Click on the pencil icon to choose whether or not your teacher can only look at your work or look at your
work and edit it. If you want feedback or they need to mark your work, you will probably need to let them

edit:
@ _\My Work.docx Yesterday at 2:16 PM
“SIDE-painted.mp4 .
=] paimtea.me Send link i

People you specify can view >

To: Mame, groug or email P,

9/;9 Can edit

Dear teacher,
Make any changes

This is a link to iy

% Can view
Cannot make changes
£5t Link settings
@ &y
Copy link Qutlock

14. Type your teachers email address into the To: field and press enter on your keyboard:

Send link o X

People you specify can edit »

veronika.popp@educationwa.edua &7 v
POPP Veronika [SIDE - 5c...
Veronika.Popp@education.wa....

/C Search directory

@ B

Copy link Cutlock
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15. Type a message to let your teacher know what you are sending them a link to. When you are ready, click the
send button.

Send link .
People you specify can edit >

@ Pore veronika [SID... ¢

i"-\dd another & v

Dear teacher,

This is a link to my assignment 3.

@ B

Copy link Outlook

16. You will get a little pop-up message to let you know that you have successfully sent your link:

o X
Link sent #* Shared
Frivate
And your document status will change from private to shared.
@ "My Work.docx Yesterday at 2:16 PM 108 KB #f Shared
D :SIDE-painted,mpA Yesterday at 2:05 PM 5.33 MB Private
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o Shared
17. Click on i to view who you have shared the document with and also to stop sharing it:

to U3 Copyto

| py t . @ My Work.docx

X
Manage Access

Stop sharing

Sharing

@ Links giving access @ & Share

‘ https://educationwaed... Copy

People you specify can edit

{"ﬂ+v

& Direct access @

Advanced

Checking who is signed in & signing out

When you use the web version of Microsoft 365, double check who is signed in before sending emails or
creating documents. Sometimes Microsoft caches or remembers other users. If it is not you, sign out and
sign back in as yourself. To do this:

1. Click the profile icon in the top right-hand corner. It may be your picture or your initials.

education.wa.edu.au Sign out
N PETERS Victoria
victoria.peters54 @student....
-. PV | - Fun fact: you can change your
View account DoE password here!
e My Office profile

2. Click Sign out when you have finished using OneDrive or to change user.

3. Close your browser window once you have signed out.
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