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( About this guide )

The examples and screenshots in this guide are made in a Windows workstation. Most examples
here will involve Windows programs, such as the File Explorer (formerly known as the Windows
Explorer). The operations here will most likely have an equivalent on other operating systems
such as MacOS, albeit with a different name or way of access.

( Prerequisites for using UP Microsoft 365 OneDrive )

. A UP Google Account (@up.edu.ph)

. A UP Microsoft 365 account which you <can apply for here:
https://itdc.up.edu.ph/services/software-services/microsoft-office-365-for-up

3. A stable Internet connection

N —
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https://itdc.up.edu.ph/services/software-services/microsoft-office-365-for-up

( What is OneDrive? j

Microsoft offers OneDrive, which is a service for cloud storage and file hosting. With OneDrive,
users can conveniently store, retrieve, and share files and folders on various devices and
platforms. It provides both personal and business options, ensuring a secure and reliable method
for storing files in the cloud.

UP students, faculty and personnel are very fortunate to have access to the Microsoft 365
(formerly known as Office365) business plan which includes a 1 Terabyte (Tb) online storage
capacity. For reference, this could accommodate 100000 Office documents at 10 Mb each, which
should be more than enough storage capacity for regular office operations.

Here are some key features of OneDrive:

1.

File Storage and Syncing: OneDrive offers users a dedicated cloud storage area where
they can securely store their files and folders. These files can be accessed across multiple
devices, including computers, smartphones, and tablets. Updates or edits made on these
files will be synced across devices.

Collaborative Editing and Sharing: OneDrive allows users to easily collaborate and edit
files and folders in real-time by sharing them with others. Users can customize
permissions, determining who can view, edit, or provide comments on the shared files.

Microsoft Office Integration: OneDrive is deeply integrated with Microsoft Office tools like
Word, Excel, and PowerPoint. This integration enables users to effortlessly create, edit,
and save Office documents directly within OneDrive, ensuring a seamless experience
when working on files across various devices.

Version History and Backup: With OneDrive, users have access to a version history
feature that keeps track of file changes. This allows for easy retrieval of previous versions
if required. Additionally, OneDrive offers a backup functionality that safeguards important
files and folders from accidental deletions or hardware malfunctions.

Mobile Access and Offline Sync: OneDrive offers mobile apps for iOS and Android
devices, allowing users to access their files even if they are far from their workstations. It
also provides an offline sync feature, which enables users to access files in the event of
intermittent network connection.

Integration with Windows 10: OneDrive is deeply integrated into the Windows 10 operating
system. By right-clicking on a file or folder in Windows Explorer, the user will be presented
with a dropdown menu of available OneDrive options for sharing, managing access, or
keeping the file always available on the device. Files saved in the OneDrive folder have
the AutoSave feature automatically enabled, so you don’t have to manually save your files
whenever you make changes to them.
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( How do you install OneDrive? )

First things first: to be able to access the UP premium subscription for Microsoft 365, use your
@outlook.upou.edu.ph whenever prompted for a login during installation. This is not to be
confused with the @up.edu.ph account which, in contrast, is used for the UP Google Workspace
(Google Drive, Google Docs, GMail, etc.).

If you don’t have an @outlook.up.edu.ph account yet, click on the link below to request one from
UP ITDC. Please note that you will need your @up.edu.ph account when filling up the form.

https://itdc.up.edu.ph/services/software-services/microsoft-office-365-for-up

The @outlook.up.edu.ph account is the only account you should be using to fully utilize the
features of this Microsoft 365 premium subscription for the UP System. Using or creating any
other account such as @gmail.com or @up.edu.ph will result in the creation of a Personal
Microsoft 365 account with only a 5Gb cloud space (as opposed to 1Tb), and only a free trial of
Office apps such as Word or Excel.

Most office workstations procured through bidding should have OneDrive installed by default,
along with a trial version of Microsoft 365. You can check this by pressing the Windows key and
typing ‘Microsoft 365’ in the pop-up menu. If this is not the case, please follow the installation
instructions below.

Recycle Bin

Q  microsoft 365

q L' Chat ); 0 Apps Documents Web Settings Folders Photos » :\

Google

Best match

% Microsoft 365 (Office) L ‘
<

< App

Settings Microsoft 365 (Office)
App
@ Microsoft 365 Subscription

3 Manage your subscriptions 7 Open

Search the web (8 Run as administrator
. 3% Unpin from Start
£ microsoft 365 - See web results
~  Pin to taskbar

o .
L microsoft 365 login BN ety
£ microsoft 365 download = Rate and review

3 Z Sh
£ microsoft 365 product key o=

32°C ENG 11:45 am
o g 2 dx @
B yosiy cousy i arct ) ¥ s T 16/05/2023

Installing OneDrive varies slightly depending on the operating system you are using. Here are the
general steps to install OneDrive on different platforms:
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Windows:

1. Visit the Microsoft OneDrive website (https://www.microsoft.com/en-us/microsoft-
365/onedrive/download) and click on the "Download" button.

B Microsoft | Microsoft 365

Get the OneDrive mobile app*

L

2. The installer file will be downloaded. Locate the downloaded file (usually in the
‘Downloads’ folder) and double-click on it to start the installation process.

€ > v 4 > Downloads

A Home Today

OneDrive - Persona

W Desktop

| Downloads

i . - . . . 3 ‘
¥ This PC - -

8 Network

A Linux

Am | mm
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3. Follow the on-screen instructions to install OneDrive. You will be prompted to sign in with
your Microsoft account; use your @outlook.upou.edu.ph account to sign-in.

Set up OneDrive

e to get them from

@ Microsoft OneDrive Setu

@ OneDrive

We're getting things ready for you...
Create account |

]
=l

Email address

4. Once the installation is complete, you should see the OneDrive icon in your system tray
(near the clock). Click on the icon and sign in to start using OneDrive.

OneDrive - University of the Philip... €§3

@ Your files are synced

3 Presentation.pptx
P

) ©

Open folder View online

11:28 am
16/05/2023 o
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Mac:

1. Go to the Mac App Store or visit the Microsoft OneDrive website
(https://lwww.microsoft.com/en-us/microsoft-365/onedrive/download) and click on the
"Download" button for Mac.

2. Depending on your MacOS version, the App Store will open, or the installer file will be
downloaded. Follow the prompts to install OneDrive.

3. After installation, launch OneDrive from your Applications folder.
4. Sign in with your Microsoft account by using your @outlook.upou.edu.ph account.

5. OneDrive will create a folder in your Finder sidebar and start syncing files.

iOS (iPhonel/iPad):

1. Go to the Mac App Store or visit the Microsoft OneDrive website
(https://lwww.microsoft.com/en-us/microsoft-365/onedrive/download) and click on the
"Download" button for Mac.

< Gmail ull T @R 10:42 AM

& microsoft.com

= P B® Microsoft (R)

Microsoft 365

OneDrive for iOS

Install OneDrive to get started on your iOS device.

Download
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2. The App Store will open. Click on the download icon (a cloud with a downwards pointing
arrow).

3. The download icon will become an Open button once download and installation are
complete.

< Gmail ut T 10:42 AM 1 @ 83%
Done

Microsoft OneDrive

File &

Also Included In

c Microsoft 365 mobile apps

-

What's New

rsion 14.6.6

Good news - opening text files in Dark Mode is now
working smoothly. We've fixed the issue for you.
Enjoy! more

Preview

Access files Back up p

4. Upon opening OneDrive, you will be prompted to sign in with your Microsoft account; use
your @outlook.upou.edu.ph account to sign-in.

5. You can now access and sync your files on your iOS device.
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Android:
1. Open the Google Play Store on your Android device.

o

Play Store

2. Search for "Microsoft OneDrive" and tap on the "Install" button to download and install the

app.
c Microsoft OneDrive
4.6 %
About this app
Data safety
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3. Once the installation is complete, open the OneDrive app.

c Microsoft OneDrive

What's new

Rate this app

Developer contact

Switch accounts to become a beta tes...

1044 B = naE, 1044 B @

B Microsoft

Create account

+63 ~  Phone number

Signin
Use your email instead

Enter your work, school or personal Microsoft

account By providing your phone number, you agree to receive service
notifications to your mobile phone. Text messaging rates may
apply.
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5. You can now access and sync your files on your Android device.

10:51

& Home

Recent files
L Presentation
P
l 0 KB an 31

Shared libraries

peers. The il

Offline files

Tapthe : icon next to afile, and select "Make available
offline" to view it wherever you go.

After installing OneDrive, you can set up the syncing preferences, choose which folders to sync,
and start using the service to store and access your files from different devices.
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( The OneDrive folder (Windows) )

You can access the OneDrive folder in the Windows File Explorer by clicking on the Quick access
link on the left side of the window, as shown below:

<% Home X +
8= View v N Filter ~
AN % > Home v G Search Home p
4 Home ~ Quick access
@ OneDrive m»___ Desktop Downloads
©] ‘ OneDrive - University of t... Z Stored locally
%ﬂ- OneDrive - University of the Phil
m» . Documents Pictures
5] -l OneDrive - University of t.. © a OneDrive - University of t...
@l Desktop —
¥ Downloads m»_. Music m»___ Videos
0
[ Stored locally a Stored locally
4 Documents J‘ Y Y
PN Pictures
v Favorites
) Music
i3 Videos After you've pinned some files, we'll show them here.
This PC
75 Network
6 items =0

As you can see above, the files on your Desktop, Documents and Pictures folders are synced
and safe with OneDrrive.

You can also check the most recently synced files by OneDrive by clicking its System tray icon. It
looks like a blue cloud near your workstation’s date and time display.

OneDrive sity of the Philippines
Up to date

G = ¢ m O @ E QP00 04 <o ean Do
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Clicking on the OneDrive system tray icon will open a small pop-up window indicating what it's
currently doing or syncing, the most recently synced files, and some helpful notifications or tips.

@ OneDrive - University of the Philip... o
@ g 2.4 MB of 1167

x

Online files save you space!

= CEID = # M 0@ EQ Y000 a0 oan Iro

[ Saving documents and files in OneDrive j

Windows:

In File Explorer, go to your OneDrive folder, then Documents. Create a Word document by right

clicking on the empty space, selecting New from the context menu, then selecting Word
Document.

]

Recyde Bin  hello.txt ik
7 Shortcut
Microsoft Access Database
s Bitmap image
Microsoft Word Document
& Microsoft Access Database
88 View

Microsoft PowerPoint Presentation
OneDiive " ”
b Sart by Microsoft Publisher Document

@ OneDiive - University of the Phil Group by
Text Document

Undo New CulsZ Microsoft Excel Worksheet
@ New Compressed (zipped) Folder
¢ Properties

Open in Terminal

&5 Show more options

« "CEIIlIND = s m"@a®Q@®C "0@o0cr : .
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Recyde Bin  hello.oxt

O A

Google  VIC media
Chrome player

OBS Studio

GOOEL -5 ean

16/05/2023 L

You can now rename this document and start editing it. All changes made to this document will
now automatically be synced to OneDrive’s cloud storage. In case you lose your laptop or

desktop, by theft, damage, or any other means, all you have to do is to reinstall OneDrive on your
new workstation, and you can pick up where you left off.

Just like any Windows file folder, you can create folders, and reorganize files within those folders.
All reorganizations you do will be synced with OneDrive as well.

N .

RecydeBin  hello.txt

| Documents

S ﬁ&- o

Google  VIC media
Chrome player

OneDrive

OBS Studio

it

), ENG A ax & 417 pm
N O R 0 ©
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RecydeBin  hello.xt

D

Google  VLC media

] Documents

Chrome player € 1 ] OneDrive - University > Documents >

e

Microsoft
Edge

E i Desktop © CAC Report - May 2023

hene L Downloads &) Guide to OneDrive

3 Documents

IR Pictures

Music

& videos

zoom
°

Zoom

417 pm
DX o003 @

Android:

Open OneDrive App and click the plus (+) button found on the upper right corner of the screen.

347

@ Home

Recent files

L Presentation
|

QKB -Jan 31

Shared libraries

Join sites and teams to store and share files with your
peers. The libraries you use the most will show up here.

Offline files

Tap the : icon next to a file, and select "Make available
offline” to view it wherever you go.
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Click the Upload button. You may also create a new folder to make your files organized.

- Attachments

- Backup Folder

Presentation

Create a new folder
Backup Folder

New

Folder actions

Create folder

Upload

Take a Photo
Scan
Create a Word Document

Create a PowerPoint Presentation

1l @]

Select the files you want to save in OneDrive. You may also hold a file and select other files for
bulk uploading.

351 @ 351 @

= Recent Q X 3selected
Im.

Ima

BROWSE FILES IN OTHER APPS BROWSE FILES IN OTHER APPS

e e e e

RECENT FILES RECENT FILES

Screenshot_2023051

3:51 PM, 281 kB, JPG image
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3:51 PM, 112 kB, JPG image

Screenshot_2023 v Screenshot_20230516-15...
10:51 AM, 115 kB, 3:47 PM, 115 kB, JPG image

Screenshot_20230516-10...

10:44

Screenshot_20230516-10... Screenshot_20230516-10...
“ ¥

10:44 AM, IPG image 10:44 AM, 92.20 kB, JPG image

JPG ima 10:44

Screenshot_2023 & * Screenshot_20230516-10...

Screenshot_202305

10:31 A 8, JP B, JPG image

hot_2@230516-10..¢
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Wait for a few moments and your files are uploaded to OneDrive. You may see your uploaded
files in the “Files” tab.

- Attachments
B irs age

L Presentation
b

Screenshot_20..4707_OneDrive
1 now

Screenshot_20...5142_OneDrive
1 r

. Screenshot_20...6-155151_Files
now

( Sharing files to other OneDrive users j

Windows:

To share files or folders with another OneDrive user, right-click on the file, hover your mouse on
OneDrive on the menu, then select Share.

]

RecydeBin hello.bat

O A

Google  VIC media
Chrome player

Open
@ OneDrive - University of the Phil P
§o Openwith
@] Guide to OneDrive Add to Favorites
T Compress to ZIP file
) Copy as path
LS Share
 Properties
f Copy Link
‘® Always keep on this device Manage access
Free up space View online

OneDrive Version histry

} Show more options

A items tem selected 0 bytes  Available on this device -
30°C c 8:46
& Mostly cloudy == _ n & E o u = @ ? 9 , C_J d ST & 17/05/2032"‘3 ©
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A window should pop up where you can type part of the names or usernames of the OneDrive
users you want to share the document with. The search conveniently narrows down to a particular
user as you type, but you can scroll down and select the user once you see their name.

N

Recycle Bin hello.txt
| Documents X +

@ Share "Guide to OneDrive.docx’
Google

Chrome

B €
OneDrive
Microsoft

Edge @ OneDrive - Univerd ~ eeroxay|

Send link

Eriberto Jr Roxas

Copy link

i videos

I This PC

W Network

2 O Pk ~a=9 EL'J‘SG 2 dx g47am

17/05/2023

] Documents

New X 0 (Al

@ Share "Guide to OneDrive. docx”
VLC media
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Send link

Microsoft
Edge

| R

Copy link

@) Anyone w
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byte Av device
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You can also adjust the share recipients’ permissions by clicking on the permission settings above
the recipient’'s name. By default, it is set to ‘Anyone with the link can edit’.

E ! @ Share “Guide to OneDrive.doc’

Recycle Bin  hello.txt Sharing settings
suide to OneDrive.doc

4 Documents

q % New Share the link with
A
Go

gle  VIC media &) Anyone
Chrome player N -

Microsoft

More settings

P Pictures

7 Can edit
2 Music
08S Studio s » Can edit
B videos Make any ch
s Can review
zoom an only sugi

° B This PC
Zoom Can view
¥l Network mak

jest change

Cancel

TG = ® m "@aFEQP?O0@CEO -« exm 00

R

Recyde Bin  hello.xt Sharing settings
side to OneDrive.docx

Documents

q } § D New Share the link with

Google VLC media @) Anyone
Chrome player =

E=1) People in University o...e Philippines

OneDrive

Microsoft X May 2023
Edge @ OneDrive - Unive

08S Studio 3
I videos
zoom

L B This PC

Zoom
¥ Network

e Apply Cancel

« DGl =®mOo@®E0®oecero 6 W exw 70

As you can see, you can modify the permissions to suit your needs. You can set it to ‘Can review’
so the recipients can only suggest changes and you as the owner can approve or disapprove
those changes. You can also set the share to expire on a particular date, so you are assured that
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there will be no changes to the document thereafter. And finally, you can set a password for the

share, if you are editing a confidential

document.

If you give edit permissions to your recipients, you can see their contributions appear as they edit

the document.
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Revoking share permissions:

If you are the owner of a document, you can remove editors from the document by again right-
clicking on the document, selecting OneDrive, then selecting Share.

]

Recydle Bin  hello.txt
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| Documents
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OneDrive Share |
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L

Zoom
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On the ‘Send Link’ window, click on the share recipients at the bottom. A new window will appear,
titted ‘Manage Access’. Here you can remove a particular share recipient or click on ‘- Stop
sharing’ to stop the share for all recipients.

]
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‘Can review’ | Edit suggestions:

If you edit the default sharing from ‘Anyone with the link can edit’ to ‘Can review’ in the ‘Send Link
(the sharing dialogue), the recipient can only make edit suggestions to the document.
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Android:

To share a file or document, either click the three dots on the right side of the file or hold down
the file and select more files for bulk sharing. Then, click the share button located at the top middle
of the screen.

8:42 &

X 3selected < W

) g Atechments
c - Backup Folder

p! Presentation

Screenshot_2023..5936_OneDrive

B screenshot_20230516-155936_0ne... t

Screenshot_2023..5940_OneDrive
B - Yesterday at 4:23 P

File actions
Share Screenshot_2023..5949_OneDrive

Delete

Download

Move

Rename

Make available offline

Note that when you attempt to bulk share, OneDrive will download the selected files. There is a
possibility of download failure, so it is recommended to move your files into a folder and share the
folder with others.

Downloading...
3files
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After clicking the share button, this will be displayed on your screen. You can share your file
through email or copy the link to send it to others.

Send link

Screenshot_20..0neDrive,pg

@ Anyone with the link can edit >

To: Name, group or email

Message

Copy link

@ Anyone with the link can edit

You have the option to modify the settings of the shared link.

Share the link with:

Anyone - Accessible to anyone with the link.

People in the organization: Accessible to people within the organization.

People with existing access - Accessible to those who already have access to the
document.

People you choose - Accessible only to those you have emailed.

More settings:

Can edit / Can view - Determines whether the link provides editable or view-only access
to users.

MM/DD/YYYY - Sets an expiration date for the link. After the specified date, access to the
document will be restricted.

Set password - Adds extra security by requiring a password input when accessing the
document via the link.

Block download - Prevents users from downloading the document when accessing the
link.
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Sharing settings

Screenshot_20...OneDrive jpg

Share the link with
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More settings

& Canedit
H MM/DD/YYYY

& Set password

Cancel

9:53
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( Editing a shared document j

Windows:

If you are invited to edit a document, go to the following link using any browser (Chrome, Brave,
Microsoft Edge, Firefox etc.) to login to your web-based OneDrive:

https://upsystem-my.sharepoint.com/

Log-in when prompted using your @outlook.up.edu.ph account. Once logged in, you will see your
most recent files.

_ -
Ermerta r Rouaz =

If you were editing a lot of files, the most recently shared file to you might not appear on your
recent list. Click on the ‘Shared’ link on the left navigation bar to see the files shared to you.

_ -
Eriberto Jr Roxas ha £ se =

Shared withyou  Shared by

e
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If you’re working on a lot of files, it might be a good idea to mark the files you are currently working
on as a Favaorite. Click on the star icon to mark a file as Favorite so you can easily find it. Click on
any file to start editing it.

Please remember that you can only see shared files initially on your browser. You can edit it
directly on the browser-based Word app, or you can edit it using the Word app on your computer,
where you might find the interface to be more familiar. To do that, click on the Mode dropdown
menu on the upper right corner of the screen, then select ‘Open in Desktop App’.

This will open the file in your Word desktop app. You may notice that the desktop app has more
options and menus, while the browser-based Word app above have a more compact interface.
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Changes you’ve made on either the desktop or browser-based Word app should automatically
sync with OneDrive.

Android:

Open your OneDrive app, navigate to the 'Shared' tab, and open the desired shared file for editing.

Note that you have the option to choose different third-party applications that support documents,
but for this guide, Microsoft 365 was used. You cannot access afile if it is locked, currently in use,
or if you don't have permission from the owner.

© Microsoft 365

b
w Guide to OneDrive.

use, or you dorit h

Opening: Guide to One
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For Microsoft 365, please log in using your @outlook.up.edu.ph account.

12:57 @

@ Microsoft 365 (Office)

B Microsoft

Enter password
Password

Forgot my password

Sign in with another account

After logging in, your document will automatically open. At the top of the screen, you will find a
back button (<), the file name, an edit button ("), and a more options button (: ).

108
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Clicking the edit button allows you to freely edit the document. You can also apply text styles such
as Bold, Italicize, and Underline, like Microsoft Office Tools in Windows. To access additional
styles, click the small triangle ( 2 ) on the right side of the tab next to the microphone. Once you

have finished editing, click the check button (v').

© &

il 21 151 B 1G0 XEl Rl el Calibri (Body)

= Bullets

Q WER T Y U.I P B

— Numbering

2 1 5] i KT £ Highlight

A Font Color

Z X CVBNM &

A> Clear Formatting Paragraph Formatting
English (US) . ]

X, More Formatting As Stiles

Save

Save As
Read Aloud
Headings
History
Print
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At the lower part of the screen, there are two buttons: Layout and Share. The Layout options
include Mobile, which displays the current screen view, and Print Layout, which shows the entire
document as it would appear when printed.

1:.08 G

<~ CAC Report - May 2023

Print Layout

The share button displays a menu like the one used for sharing files with others.

Send link

CAC Rep: ox
@ Anyone with the link can edit

To: Name, g email

Copy link

@ Anyone with the link can edit

shared with: € @ @

Send a copy Vv
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OneDrive File and Folder Status

(Available when online, Available on this device, Sync pending, etc.)

Let us look at OneDrive’s folder and file status icons, and what they mean:

@ OneDrive - University of the F X + N o A
New ~ Sort ¥ = View ~ wee Syncing ~

® N = % Syncing

&« v /N @ > OneDrive - University of the Philippi... v C Search OneDrive - University of the Ph.. @
) Home Name Status Date modified

> [] OneDrive Attachments [ 16/05/2023 11:31 am

> @ OneDrive - University of the Phil @l Desktop © 16/05/2023 4:05 pm

= Documents © 17/05/2023 12:58 pm

i Desktop Office Documents © 18/05/2023 1:32 pm
L Downloads P Pictures o 16/05/2023 11:32 am
= Documents Reports < 18/05/2023 2:25 pm
Pictures @ Q12023 Report (] 18/05/2023 1:30 pm
&) Music
£ Videos

> B This PC

> & Network

7 items E (]

The in-depth explanation of these icons can be found at the link below:

https://support.microsoft.com/en-us/office/what-do-the-onedrive-icons-mean-11143026-8000-
44f8-aaa9-67c985aa49b3

The most common icons and their explanations in the list below are hereby cited to be originally
from the above resource.

O A
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.

(&)
2. 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.

@
3. 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
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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.”

o
4. Files that you mark as "Always keep on this device" have the green

circle with the white check mark. These always available files download to your device
and take up space, but they’re always there for you even when you’re offline.

Free up local disk space occupied by “Always keep on this device” files (offline files):

Files that are synced to OneDrive’s cloud storage are eventually removed from your local storage
to conserve space. If you need to read or edit these files, all you have to do is open them, and
OneDrive will download the files in the background, for you to access.

Marking files or folders as “Always keep on this device” will trigger OneDrive to download a copy
of your files to your device, enabling you to work on said files even without an Internet connection.
This is also known as offline files. Changes you’'ve made to these offline files will still be
automatically synced to the OneDrive cloud storage.

It might be tempting to mark all your files and folders as “Always keep on this device”; while this
is definitely a good strategy, keep in mind that this will take up precious storage space in your
workstation. This is particularly important for laptops or mobile devices with limited storage; if you
are going to keep all your files and folder on the device all the time, you will need to match the
1Tb capacity of UP OneDrive to make sure you won'’t run out of local disk space.

A better approach will be to mark only the files and folders you are currently working on as “Always
keep on this device”. This will ensure that your work files will be available to you especially if you
expect to be going to a place with limited Internet access like on fieldwork.

ol |

Recyde8in  hello.xt

q n&.
Google VLC media
h player

Googl
Chrome

= Open
@ Open in new tab

] Open in new window
s~ Pin to Quick access
> Pin to Start
£D Compress to ZIP file
D Copy as path

> Properties

g Always keep on this device
&S Free up space

@ OneDrive
B4 Open in Terminal

£7 Show more options

341 pm
18/05/2023 o
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Afterwards, once you are done working, you can do a regular cleanup of your offline files. First,
make sure you have a stable Internet connection. Click the OneDrive system tray icon, then click
on the gear icon on the upper right corner, then select ‘Settings’.

o .

Ryt ek @ OneDrive - University of the Philip... 3

€ Settings

2023-05-1815_4 >
S & send feedback

Google  VIC media 4 \ \ ®

2 Get help
Chrome player [ AN 2023-05-18 15_4

1 4 @ Pause syncing
2023-05-1815.4 X Quit OneDrive

’ — d e

Microsoft y oaded to Screensio

Edge

BS-Studio-29.0.2-Full-Installer-x¢

00_25-OneDrive

0BS Studio

18/05/2023 ©

SAMOAHOCO0000AE -0 om.D

The OneDrive Settings window will appear. In this window, click on ‘Advanced settings’, and
finally, click on the ‘Free up disk space’ to move all your files to the online OneDrive cloud storage.

B ! @ OneDrive Settings

Recyde Bin  hello.txt

Sync and backup Sync and backup

.q A < Account

Google  VIC media Back up important PC folders to OneDrive
A

Chrome player ) Notifications . ]

Manage backup

) About
Preferences

Start OneDrive when | sign in to Windows
Pause syncing when this device is in battery saver mode

Pause syncing when this device is on a metered network

Storage

Advanced settings =

[ Get the OneDrive mobile app

18/05/2023

S ECEEEEEED " 5 M CEEOY0900EE cam 0
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]

RecydeBin  hello.xt
Pause syncing when this device is on a metered network

| £ Syncand backup

9 A 5

[) Notifications

Limit download rate

@ About

Limit upload rate

Files On-Demand earn more about Files On-Demand

OneDrive downloads cloud files to this PC the first time you open them. To change
offline access to all your files, select an option below:

™ Free up disk space, <@ Download all files

Storage

«a I = M °@ %0Q09?0@00&aEPL ~« i com Jne

Take note that this will NOT delete your files; this will only make them accessible to OneDrive’s
cloud storage. Anytime you need to work on your files, you can open them, then start working on
them immediately. Make sure you have a stable Internet connection.

( Migrating files from Google Drive to OneDrive )

Windows:

To migrate your files from Google Drive to OneDrive, first, you need to open your web browser
and log in your Google Drive.

Once you are in Google Drive, you need to right click on the file you want to migrate, then select
‘Download’ from the pop-up menu. This will download your file to your workstation’s Downloads
folder.

™ & My Drive - Google Drive x 4+ S " X
C A & drivegoogle.com i i (vl J *» 0O P =
L Drive Q  Search in Drive = ® @& = ‘ @
© Preview
& o -
+ New B 1selected & & :: O}
B UAUrepUic- el 2uso OF  Share i LA REPUIL - van £U£d
@ Priority @ Getlink
a8
® : El ?
=] & »
2 = El
© 5
bt Name A er Lastm.. v ¥ Filesize
0} +
o st ] AM
T
[ ] Sep
m R
me 1:29PM 1KB
Get Drive for desktop X
( Download ) B Request for Course Backup Form &% me May 27, 2022 118 kB : N

BOMOBEOYOOOT -0 ¥ ovo e
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On your Downloads folder, find the file you want to migrate, right click on it, then select OneDrive,
then ‘Move to OneDrive’.

E R

Recyde Bin  hello.txt

@ Open

¥ Open with

/7 Add to Favorites

£ Compress to ZIP file
) Copy as path

2 Properties

@& OneDrive Move to OneDrive

&7 Show more options

ECEID = m OO EOYO0C -0 ceo 00

Just like with any file on your computer, you can also Cut the file out of the folder (by selecting
the scissors icon), then paste it to your OneDrive folder. No matter what your preferred way is,
the file should appear in the OneDrive folder, as you can see below:

sity of the F X

Recycle Bin  hello.txt

ICTDO » OneDrive - University of the... »
, p '

= — ¥ Hon % Home
Google VLC media

Chrc laye =
Chrome player One OneDrive Attachments

q & One @ OneDrive - University of the Phil @l Desktop
3 Documents
R pictures

L Downloads @ Q1 2023 Report

o

'

N Pictures

P Music

D Mus
9 B videos
)

OBS Studio

B This PC

3 Network

zoom
L

Zoom

.abﬂ‘u“*®?@’9@ ~ @ § ng%quls/é;izgga
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For migrating a whole folder in Google Drive to OneDrive, you would need some extra steps. Start
by right clicking the folder in Google Drive, then selecting Download.

M Inbox (166) - ictdo.upou@upeduph & My Drive - Google Drive x 4+ a X

(¢ O & drivegoogle.com/drive/my-driv AR J

*»
L Drive Q  search in Drive Tt OB 5 @ 0

+ New B 1selected & & W o B 0 B
B VAU REPUIL - Midl 2020 Bl VAU REPUIL - FED 2U20 Bl VAU REPUIL - Jall LUz
Priorit,
N «:a Open with
»B My Drive @
o are
» & shared drives &t Share
2, Shared with me GD Getlink 2
@© Recent Toucre: d & Add shortcut to Drive You created today
Starred B Moveto
w Name Owner Lastm.. ¥ ¥ Filesize
@ Trash Y% Add to starred +
& Storage Office Document! 2 Rename me 10:23AM -
167 TB used Change color
e UPOU Systems @ 0 me Sep 13, 2022 -
Q  Search within Office Documents
BB Request for Court me Aug 23, 2021
@ View details
B 012023 Report & Downlpad me 1:29PM 1KB
Get Drive for desktop X N
( Download ) B RequestforCourt ] Remove me May 27, 2022 118 KB s

130pm o

18/05/2023

A message should appear on the bottom right of your browser window, informing you that Google
Drive is preparing your download:

M Inbox (166 tde @up.edup & My Drive - Google Drive x 4+ o x
(o] 0 & drivegoogle.com/drive/my-drive A, J *» L O P =
L Drive Q  Search in Drive 7 o ® 0: 0
4+ New B 1selected & & @ o <) H B 0 B
B UAU REPUILS Ml 2U£0 B VAU REPUIL- FED 2ULD B UAU REpUIL- dan 200
Priority
» B My Drive
@
» @ shared drives
2, Shared with me >
@ Recent You created today You created today You created today
Starred
bt Name Owner Lastm.. v ¥  Filesize
@ Trash a5
& Storage Office Documents me 10:23AM
1.67 T8 used
B UPOU Systems me Sep 13, 2022 -
BB  Request for Course Backup Form (File responses) me Aug 23, 2021
O Q12023 Report me .
Get Drive for desktop X Preparing download v X
(" Download ) B Request for Course Backup Form 2% me
L J
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This will compress your folder into a single ZIP archive file (i.e., a zipped folder) which you will
need to download to your workstation. Depending on how big your files, or how many your files
are in the folder, this could take a minute or longer.

Google Drive will notify you when your zipped folder is ready for download, and your browser will
automatically ask you for a location where you want to save your zipped folder. Click on Save and
wait for it to finish downloading.

™M 1p.ed: & My Drive - Google Drive X 4
(¢} O @ drivegoogle.com/drive/my-drive (v, J * L O P =
& Orive Q  Searchin Drive = o ® = 0= @
@ save As X
+ New A 4 > Downloads (o] o H O B
trew cuzo Bl UAU REPUIL - i 2020
Organize ~ New folder - (]
Priorit
@ OneDrive - Univ N ate modif
» B MyDr @
»E& share s O
; il Desktop ¢
2, share 2
L Downloads # oy Caate e
@®© Recen
5 3 Documents #
tarre
L Owner Lastm.. ¥ v File size
P8 Pictures
@ Trash Y
® Music » 10:23Al = :
& Storag me 0:23AM
1.67 TB used
[T fice Documents-2023051810530392-001 me Sep 13,2022
Save as type: Compressed (zipped) Folder
me Aug 23, 2021
A Hide Folders Save Cancel
= — me Download read! X
. v
Get Drive for desktop X ownload ready
( Download ) B Request for Course Backup Form ax me
= B 1file zipped (V]

0 ENG o 1:30 pm
[0} 2 dx ©
2 O s O o050 O

The download time will also depend on the size and number of files in your folder, and your
network connection speed. Once the download is complete, most browsers will notify you, as you
can see below:

M Inbox (166) - ictdo.upou@up.edu.ph & My Drive - Google Drive X -+ v o X

c 0 @ drivegoogle.com/drive/my-drive ARvAY. | *» L 0O 2P ) =

i Search in Drive Siice H 0
L Drive Q Documents-20230518T0530392-001.zip i ' -

+ New B 1selected & & B b o H @ Q12023 Reportdocx B 0 B
B VAU REPUIL - Vidl 2020 B VAU REPUIL - rew 2u OO:RE °
Priority
» B My Drive
@
» B shared drives
2, Shared with me s
® Recent ated today You created today You created today
Starred
w Name Owner Lastm.. ¥ ¥ File size
W Trash +
& Storage Office Documents me 10:23AM
1.67 TB used
2 & BB UPOU Systems me Sep 13, 2022
B Request for Course Backup Form (File responses) me Aug 23,2021
O Q12023 Report R me 1:29PM 1KB
Get Drive for desktop X
(" Download ) B Request for Course Backup Form ax me May 27, 2022 118 KB : S

= CEINED » ¢ m C@H 0?00 -0 w2555 ©
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Once the download is finished, go to your Downloads folder. Notice that the zipped folder has the
same name as your folder in Google Drive, but with a date and timestamp when it was
downloaded conveniently included in the name. This is how you can easily find your zipped folder
if you have lots of downloaded files.
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9 A
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OBS Studio B Charades but ICTD(

= CEINEED = M O @ E QY0800 -0 o Ko
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@ Extractall

O A

Google  VLC media
Chrome player

Open

OneDrive loday
@ OneDrive - University of the Phil Office Documents-20230518T
Earlier this week $e@ Open with
B

Microsoft & Gre NSTALLER-1.2.106 (2] Open in new tab
7 Open in new window

Extract All ‘
83 ICTDO Current State of Affairs 2 S;
Pin to Quick access

89 ICTDO Current State of Affairs
Pin to Start
& ICTDO VMG - Copy
7 Add to Favorites
&= ICTDO VMG 5
{I Compress to ZIP file
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) Copy as path
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) Show more options
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Select “Extract” on the window that will open.

E ! Dot

Recyde Bin hello.txt

&) New

,

Google  VIC media
Chrome player Ond Select a Destination and Extract Files

q iles will be extracted to this folder

:\Users\ICTDO\Downloads\Office Documents-20230518T0530392-001

Microsoft
Edge

8 show extracted files when complete

OBS Studio

z00m

5 Mitems ¥ itemselected 18:7 KB
Zoom

CENED = R CEHEO?OO0C -0 cun Bo

A new File Explorer window will open once the extraction process is complete. In this window, you
should see the exact same folder you downloaded from Google Drive.

L Downloads X +

Office Documents-20230518T X
Recyde Bin e ) New

D New

O A N

Google VLC media
Chrome player | 7 Home

| OneDrive loday
. Office Documents

B @ OneDrive - University of the Phil

Microsoft
Edge @ Desktop

v Downloa
3 Documet
PR Pictures
8 Music
& videos
0BS Studio
B This PC
3 Network
zoom

° 35 it 1it

Zoom

8 Network

132 pm
a
S X O 0572023 ©
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You are now ready to move this folder to OneDrive. Right click on the folder, then select Cut (the
scissors icon).

N

Recyde Bin  hello.txt

O A

Google  VLC media
Chrome player

+ Downloads X +
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£ New
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OneDrive
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@ OneDrivé hioabi

e
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Office Documents !

Microsoft Open
Edge il Desktop

esktor 2) Open in new tab
L Downlog WMl Desktop

Yoo L Downloads (7 Open in new window
| Docume

Documents Pin to Quick access

PR Pictures

P8 Pictures
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& Music
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‘I Compress to ZIP file
Copy as path

= Properties
B This PC P!

3 Network

# Open in Terminal

10t ) Show more options

1:32 pm
18/05/2023 ©

CEINEED » * m @ 5 Q9?0800 - oo

Now go to your workstation’s OneDrive folder, right click inside the OneDrive folder, then select
Paste (the clipboard icon). This will move your folder to OneDrive.
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Congratulations! You have now successfully moved your folders from Google Drive to OneDrive.
Notice the ‘two arrows in a circle’ icon in the Status column of your folder. This means that your
workstation is now syncing your folder to OneDrive’s cloud storage.
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Android:

Open the Google Drive app on your phone to access your files.

N E L 84% 0
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Drive
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Select a file in your Google Drive, click the three dots (i ), select 'Send a copy', and choose

OneDirive.

UPOU
& OneDrive ... *

UPOU OneDrive Guide v1.docx

Share

» Manage access

¥ Add to Starred

Make available offline

Copy link

Make a copy

Send a copy

* Open with

Download

Rename

UPQU OneDrive Guide v1.docx

Nearby Share

In the OneDrive app, you will be prompted to either click the check button (v') in the upper right
corner of the screen to upload the file to OneDrive, or you can create a folder and upload it inside.

1002 @

= Upload to OneDrive

- Attachments

- Backup Folder

v B8

Create a new folder
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After clicking the check button, please wait for a moment as the file is being uploaded. The upload
time will depend on the file size and your internet connection speed. If needed, you can cancel

the upload by clicking 'Uploading files' in the notification bar.

1002 &

0.0t
< Progress
8T ysM urfT

V3 E ¥ E

Back up Upload

k. UPOU OneDr Suide v1.docx
w

pnhsgs1d

noifsaititon msliz

After the upload is complete, you will find your file transferred from Google Drive to OneDrive in

the 'Files' tab.
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