L YOUEVAER  OneDrive FAQs & Tips

Reading this on computer? Click on a question to jump to the
answer? Reading this in print? Flip to the page for the answer.
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1 How do I set up my OneDrive @ Cal State Fullerton

account?

The only way to use the OneDrive @ Cal State Fullerton account is to install Office 365 (Office
2013/0ffice 2011) using the instructions you will find
here: http://www.fullerton.edu/STS/software/microsoft.

| already have Office 365/0ffice 2013/0ffice 2011. Why do | need to use your version?

CSUF has an agreement with Microsoft to provide a version of Office 365/0ffice 2013/0Office 2011
with specific products available, including 1 TB of storage on OneDrive. In order to qualify for this
agreement, students need to install Office 365 using the instructions at the CSUF IT

website: http://www.fullerton.edu/STS/software/microsoft.
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2 How do I access my OneDrive @ Cal State Fullerton?

You can access your OneDrive @ Cal State Fullerton account by accessing your Office 365 account

online.

Steps

Images

STEP ONE

Open your internet/web browser
to http://www.fullerton.edu/office36

5.

STEP TWO

You will be re-directed to a login
page.

Enter your student username and
password.

Then click Sign In.

CALIFORNIA STATE UNIVERSITY, FULLERTON »

Py ATTFORNIA STATE UNIVERSITY INF O RMATI ON

ULLERTON | TECHNOLOGY

Microsoft Office Student Sign In

User name: harry.potter @csu.fullerton.edu

STEP THREE

You are now in your OneDrive @ Cal
State Fullerton account.

- 0 OneDre @ Cal State Fullerton

Documents

@ new Fupload 2 sync

e 8 8 B

harry potter
harry potter
harry porter

harry.pomer
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3 How do I create documents in my OneDrive @ Cal State

Fullerton?

Creating and saving documents to your OneDrive @ Cal State Fullerton account can get confusing,

especially if you have a personal OneDrive account. The steps below may seem a little complicated,

but this is the simplest way to make sure that your documents save properly. If you are
comfortable trying something that requires more advanced computer skills, stop by the Student
Genius Corner in the Library basement room PLN-030 and we’ll show you how!

Steps

Images

OneDrive @ Cal State Fullerton

Choose the type of document you
want to create.

ﬁ' PowerPoint presentation

OneNote notebook

ﬂ Excel survey

New folder

Documents
STEP ONE
Click New. @ new | ¥ upload & sync
L D MName Modified Sharing Maodified By
Shared with Everyone wee June1z 2% harry.potter
Create a new file %
ng Word document
[i-' Excel workbook
STEP TWO
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Steps Images
m; Word Online | harry.poner Document harry.potter 7
STEP THREE FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do 4 OPEN IN WORD
A new document opens and you can | | & [T\ caiees  cu - £ 48 AsBbCc | AaBbCC #®
start working immediately. Your L mr ] Nosercs et :
document will automatically be e o - e o
saved every few minutes.
The Online VerSiOﬂS Of Ofﬁce dO nOt Defense Against The Dark Arts Assignment #15
How To Tell If Your Professor Is A Lycanthrope
have all of the same features as the
full versions of Office.
To open the document in the full
version of the Office program, click
on the relevant link. For example,
click Open in Word.
@ 2 Document doce - Weed M -0

STEP FOUR HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MMUNGS  REVIEW  VIEW  DEVELOPER  ACROBAT  Accessbity b ee

. i CalibrifBody) <[ <A & Aae B 2150 &8 N W | sesceo assscem = Aat” = f‘::::m
You are now editing the document Pt e B L Uemax Re¥-A- B Ee Do | rnoma | ot w 2 e 5 cao
in the full version of Office on your o e iR "
computer. 7|
Notice the Save icon (Fln?r‘) looks o ek il ey
slightly different than usual. It is

indicating that when you save you
are saving the document back to
your OneDrive @ Cal State
Fullerton account and not to your
computer’s hard drive.
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4 How do I upload files from my computer to my OneDrive

@ Cal State Fullerton?

No sweat! You can upload files of all kinds to your OneDrive @ Cal State Fullerton, even non-Office

files. However, you can’t upload a single file that is larger than 250MB.
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Steps Images
OneDrive @ Cal State Fullerton
STEP ONE
Click Upload @ new |7 upload] & sync
v D Mame Maodified Sharing Modified By
Dumbledore's Army Plans .o Afew seconds ago @ harry.potter
Shared with Everyone June 13 4] harry.potter
Add a document
Choose 2 file [ Mo file selected.
[¥] Add as a new version to existing files
STEP TWO Version Comments
Click Browse.
[o]4 Cancel
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Steps Imaqges
@ File Upload (mza)
@L}v 3 » Libraries » Documents » - |‘f‘ Search Documents p‘
Organize = Mew folder = -+ i '@i‘
77 Favorites — Documents library i s
M Desktop Includes: 2 locations
=
_,11, Doanicats Mame Date modified Type =
j Documents E i UpdateMames.xisx 217 &ULE L3 AN MIcrosc
STEP TH REE 4+ Dropbox W Updates to PLS-255 Instructions.doc 4/12/2011 8:16 PM  Micrasc
=l Recent Places 1] Updating HR Documentation for HCM 9.docx 12/20/2011 9:27 ...  Microsc
- W 4| vacation_7-30 . wav 7/27/2012 4:10 PM Wave S¢
Locate the file you want to upload : = - o
y p ’ =l Libraries Vendor_Quote.pdf 9/10/2012 2:48 PM  Adobe
Select |t, and then CI |Ck Open . 3 Documents VeryImportantFinalPaper.docx I 1/15/2014 1:33 PM Microsc
J‘- Music View_Student_Schedule.cptx 5/31/2012 4:03 PM  Adobet
=/ Pictures | Viewing the Education Pages BPG 9_Section508 html 4/2/2012 3:31 PM Firefox b
B videos ﬁ velunteer form.pdf 1/6/2012 258 PM  Adobe '
'E Volunteer_Form_Linda_Kim.pdf 1/9/2012 1:40 PM Adobe ) +
18 Computer A 0 | D
File name: VerylmportantFinalPaper.docx - [A” Files (%) ']
I Open l [ Cancel ]

STEP FOUR

Your selected file appears next to
Browse.

Click OK.

If you think you might end
up uploading multiple versions of

Add a document

Choose 2 file VeryImportantFinalPaper.docx

¥l Add as a new version to existing files

Version Comments

ag IVer}.fImportantFinaIPaperﬂI -. Afewsecondsago @

CDumbledore's Army Plans ==+ 18 minutes ago &8

this same document, checking the ok Cancel
version option will allow you to
easily go back to a previously
version.
OneDrive @ Cal State Fullerton
Documents
STEP FIVE
It may take a few minutes to +new # up|oad 2 sync
upload the file, depending on its
size. v (1 mMame Modified Sharing Modified By

harry_potter

harry.potter
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Sharing a file or folder with another student or group of students is easy. Of course, you will need
to know the campus username of the other student(s) that you want to share with before you get

started.

Steps

Images

STEP ONE

The simplest way to share a file or
folder is to click on the lock icon

OneDrive @ Cal State Fullerton

Documents

@ new 7 upload & sync

(ﬂ) in the Sharing column next to v [ Name Modified Sharing Modified By
the file or folder. Dumbledore's Army Plans ... Afewseconds ago 8 harry.potter
Shared with Everyone weeJune 13 12 harry.potter
Share 'Dumbledore’s Army Plans'
B Only shared with you
TEP Tw
S (@) Invite people | harry.potter Owner
If you are currently sharing the £
file/folder, the people you are
sharing with will appear.
Click Invite people.
ADVANCED
Close
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Steps

Images

STEP THREE

Type the usernames of the students
you want to share the file/folder
with; as you type you may find that
the system finds the user for you.
You can just select the name once
the system finds it.

Choose whether you want these
people to be able to just view or
edit the file/folder.

Add an optional message that will
be emailed to the users when you
finish setting up the sharing.

Then click Share.

Students won’t show up in
the Shared with section until they
accept your share request.

Share 'Dumbledore's Army Plans’

B Only shared with you

Invite people : -
el hermione.granger@csu.fullerton.edu x Can edit |Z|

Shared with ronweasley@ csu.fullerton.edu x
luna.lovegood@csu.fullerton.edu x

The spells for next week's DA meeting will be in this folder. Umbridge will
never find them since she doesn't believe in anything that cannot be proved
by magical theories.|

SHOW OPTIONS

Share Cancel

6 Need More Help?

Visit the Student Genius Corner on the first floor of Pollak Library

ﬁ CALIFORNIA STATE UNIVERSITY

FULLERTON

North. View their website for their hours: http://sts.fullerton.edu/sgc

INFORMATION TECHNOLOGY Contact the Student IT Help Desk at 657-278-8888
or StudentlTHelpDesk@fullerton.edu.
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