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What is OneDrive?

OneDrive is Clark’s cloud storage system (for more information about the cloud, check out this
article). Rather than saving files directly to your laptop or hard drive, OneDrive saves your files
in a secure and encrypted corner of the internet set aside by Microsoft for Clark University.
OneDrive can be accessed online through ClarkYOU. It can also be synced directly to your
computer to appear as a storage location folder, much like the Downloads or Documents folder
appears in File Explorer for PCs and Finder on Macs.

Why should I use 1t?

There are many benefits to using OneDrive, including:

- File protection if your computer fails or malfunctions

- Ability to access and edit files from multiple devices, including phones and tablets
- Integration with your Clark Outlook account

- Microsoft encryption and security for your files

- Easy collaboration with colleagues and peers
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Access OneDrive Online

1. In your internet browser, go to you.clarku.edu and sign in with your Clark account

information.

| ClarkYOU

Welcome:

§ovotoan po

| How tologin to ClarkYou 2.0/

2. From the Web Services menu on the left side of your screen, click on OneDrive.

ClarkYOU

Welcome News & Events

CU Web

Main Menu

Budgets

Web Services

Email

OneDrive

Personal File Share

Current Course Listings

Archived Course Listings
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3. Arrive in your OneDrive account!

Tess Walsh
My files

Recent

© 0

Shared

& B

Recycle bin

Quick access

' Test Tech
B ve

T Upload v 23 Sync  £3 Automate v

My files

D

Name

Archive

Housekeeping

LiL

Marketing

Modified ~

Modified By ~

4. From here, you can add or create new files/folders, view shared materials, and
access shared libraries. Storing files here backs them up to the cloud for
safekeeping and makes them easily accessible from multiple devices. You can
also create a OneDrive folder on your device for ease of use (see below
directions to Sync OneDrive to PC and Sync OneDrive to Mac). Contact

techtraining@clarku.edu with any questions.
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Sync OneDrive to PC

1. From your OneDrive online account, click the Sync button in the tool bar.

| i OneDrive
Tess Walsh T Upload + £#3 Automate v
E1 My files
D Recent My files
£ Shared
] Name ~ Modified ~ Modified By ~

& Recycle bin 0O y

Archive October 19 Tess Walsh
EiCHScs Housekeeping July 19 Tess Walsh
- Test Tech

LIL 6 days ago Tess Walsh
B v

Marketing 6 days ago Tess Walsh

2. Click “Open Microsoft OneDrive” in the pop-up prompt from your internet browser.

Open Microsoft OneDrive?

https://clarkuedu-my.sharepoint.com wants to open this application.

O Always allow clarkuedu-my.sharepoint.com to open links of this type in the associated app

Open Microsoft OneDrive ]

3. A small OneDrive pop-up window will appear. If you don’t see it, check to see if

anything on the bottom of your screen is flashing and click on it.
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4. Input Clark email address (if necessary) and click the blue Sign In button. You may also

be prompted to enter your Clark password.

Set up OneDrive

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

e

r

Email address

5. You’ll see a few introductory messages from Microsoft. Click “Next” to navigate through
these at your own pace.

a. If prompted to get the OneDrive mobile app, click “Not Now.”

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and still

have them on this PC.

BREP
B - |
®
Your OneDrive folder is here
C\Users\walsh\OneDrive
Change location
Next
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6. Once OneDrive is finished setting up, click “Open my OneDrive folder.”

Your OneDrive is ready for you

-a w

Open my OneDrive folder

7. The OneDrive folder will appear in File Explorer in the left menu pane. You can now
save files directly to OneDrive from your device by selecting this location during the

Save As process, or by dragging existing files/folders into the OneDrive location.

KDl coove v
4| n o [E) Uninstall or change a program
v | = L

jE3 System properties

Properties Open Rename Access Map network Add a network Open
media®  drive® location Settings fo Manage
Location Network System

+ B> ThisPC
> -

~ 3 Quick access Folders (7)

@ OneDrive - Clark University o+ 3D Objects

I Desktop > .

|| Documents

Pictures Videos
¥ Downloads [&] ] g

Desktop

&=| Pictures

~ Devices and drives (1)
& OneDrive - Clark University ||

Windows (C:)
Archive H-

=y - -
Housekeeping .y 163 GB free of 237 GB

L ~ Network locations (1)

Marketing ThWalsh (\\fs.clarku.edu\clarku)

. &) Pictures (M:)

w»
Tech Documentation

Training

~ [ This PC
“J 3D Objects

[ W
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Sync OneDrive to Mac

1. From the dock on the bottom of your screen, open Finder.

2. In Applications, search for “OneDrive.” Double click on the app to open it.

eCe % Applications
< Y = =TT Q
Favorites Name ~ Date Modified Size Kind
M VILTUSUITL UNiEiNULe NUV 9, LULZL L J-UD FIV .vo vo AppPnCauun
@) Airbrop & Microsoft Outlook Nov 9, 2022 at 3:06 PM 2.1GB  Application
@ Microsoft PowerPoint Oct 24, 2022 at 12:41 PM 72GB  Application
a () Microsoft Remote Desktop Nov 9, 2022 at 3:20 PM 185.7 MB  Application
- % Microsoft Teams Oct 24, 2022 at 2:06 PM 523.1 MB  Application
[ Desktop @ Microsoft Word Oct 24, 2022 at 12:43 PM 2.26 GB  Application
B Documents H Mission Control Jun 6, 2020 at 12:29 AM 914KB  Application
5 Music Jun 28, 2020 at 10:56 PM 93.6 MB Application
o (B ot N News Jun 24, 2020 at 11:56 PM 8.5 MB Application
Tags Mote Jun 6, 2020 at 3:27 AM 16 MB Application
P Today at 3:10 PM 1.03GB  Application
Photo Boof Jun 6, 2020 at 3:50 AM 5.4 MB Application
© Orange & Photos Jun 7, 2020 at 10:20 PM 46.1 MB Application
Yellow @ Podcasts Jun 6, 2020 at 3:25 AM 31.6 MB  Application
=3 Preview Jun &, 2020 at 3:51 AM 40.2MB  Application
® Green @ QuickTime Player Sep 29, 2022 at 2:58 PM 15.2MB  Application
® Blue i, Reminders Jun 6, 2020 at 3:31 AM 23.7 MB Application
Y Purple @ safari Sep 29, 2022 at 2:54 PM 52.5 MB Application
Q Siri Jun 6, 2020 at 12:28 AM 1.8 MB Application
L& Grau -

3. Once OneDrive is open, you’ll be prompted to enter your Clark email address. Enter your

entire Clark email address and click the blue “Sign In” button. You may be prompted to

enter your Clark password as well.

Microscft OneDrive

Set Up OneDrive

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

§

Email Address

l Enter your email address

reate fecount

techtraining@clarku.edu




4. You’ll see a few introductory messages from Microsoft. Click “Next” to navigate through

these at your own pace.

a. If prompted to get the OneDrive mobile app, click “Not Now.”

[ ON Microsoft OneDrive

Your OneDrive Folder

Add files here so you can access them from other devices and still have them on
this Mac

& pCOEB

@]
Your OneDrive folder is here
/Users/thwalsh/OneDrive - Clark University
Change Location
Next

5. Once you’ve clicked through the introductory messages, click “Open OneDrive folder.”

ene Microsoft OneDrive

Your OneDrive Is Ready for You

&
o’ ~
d
- - LLY AL
®
Back Open OneDrive Folder
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6. OneDrive will now appear in the Finder window. You can now save files directly to
OneDrive from your Mac by dragging and dropping them to this location, or selected

OneDrive during the Save As process.

e0e # OneDrive - Clark University
B=cc s %- a
Favorites
@ AirDrop
@ Recents
A\ Applications Attachments Housekeeping LIL Marketing
[ Desktop

[H Documents m=

Downloads
OneDrive - Clark University Microsoft Teams NEVA Pictures Report 2022.docx

Chat Files
Tags
@ Red
Orange
Yellow .
Tech Training
@ Green Documentation
® Blue
—tl _Purple
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Share with OneDrive — Online

1. Log into your OneDrive account online, following the steps in the “Accessing OneDrive”

section of this document.

2. Hover over the file or folder you’d like to share. Click on the arrow icon that appears.

(7 Name ~ Modified ~
Archive October 19
Housekeeping = | July 19
LIL 6 days ago
Marketing 6 days ago
Pictures July 11
Tech Documentation 5 days ago
Training = July 19

3. You can opt to send link to document to specific people immediately via OneDrive, or

copy link to send to people or larger groups later on in a Teams chat or formal email.

Send link
- X
Iraining
@ People you specify can view Tip: Send link is easier
5 for quick check-ins with
r"' ame, group or email 22

specific people or small
Message.. groups. Copy link is
easier for larger groups
or if the file is part of a
o m larger project that
requires a more nuanced,
detailed email.

Copy link

@ People you specify can view Copy
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4. For either option, you can set permissions for the file by clicking “People you specify
can view.”

Send link

Training
People you specify can view

]'c: Name, group or email 22

Message...

Copy link

People you specify can view Copy

5. In the permissions window, you can choose which type of user can open the file’s sharing
link and their level of access to the document (viewing, editing, or reviewing).

Link settings

Training

Who would you like this link to work for? Learn more

Anyone with the link

@ People in Clark University with the link

or: .
I\;'E;I People with existing access
@ Specific people

Other settings

22 Canview

© Block download I

| Cancel ‘

6. Click “Apply” once you have made changes to permissions.
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7. Type in the name of the person/people you’d like to share it with, or select “copy link.”
a. If you send the link, the people you’re sharing the file with will receive a
notification in Outlook.

b. Copying the link does not send any notifications: you need to send them the link.

Send link

o X
Iraming

People you specify can view

I'c: Name, group or emai E;E’ v

Message...

Copy link

@ People you specify can view Copy
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Share with OneDrive — PC

Please note: you can only share specific files with this method, not entire folders. This method does not
support sharing via link; files must be shared with specific people. The file you d like to share MUST be
saved to OneDrive in order to share it in this manner.

1. Open File Explorer on your PC. It is located along the tool bar on the bottom of your
screen.

2. Go to the OneDrive section and open the file you’d like to share.

“— ~ 4 @ > OneDrive - Clark University
Mame a
# Quick access
Archive
L OneDrive - Clark University J Housekeeping
Archive LIL
Housekeeping Marketing
LIL = Pictures
Tech i
Marketing ech Documentation
- Training
&=| Pictures lﬂ 4 Report 2022.docx l

Tech Documentation

Training

3. Once the file is open, click on the “Share” button in the upper right corner.

Drive How-To Guide.docx - Word Tess Walsh

Q Tell me what you want to do O Share

AL Find -

| 25 reomee | A8BOCT AQDB AaBbi 4aBbC sasoccd AaBbC AaBbCc AaBbCc AaBbCc

| wac

I Select~ T Times Text,  Title Red Head 1 Heading2 Heading3 Subtitle  Subtle Em.. Emphasis IntenseE.. =
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4. Type in the specific people you’d like to share the file with and select their permission

level. You can also include an optional message. Then, click “Share” to send the file to

your colleague or group. They will receive a notification.

Share Mk

Invite people
| I ) 5

nclude a message (optional)

Automatically share changes: | Always ~
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Share with OneDrive — Mac
Please note: you can only share specific files with this method, not entire folders. The file you d like to
share MUST be saved to OneDrive in order to share it in this manner.

1. Open Finder. It is located along the dock at the bottom of your screen.

2. Go to the OneDrive section listed in the left-side pane of the window and locate the file
you’d like to share. Open the file by double-clicking on it. You may have to grant access

to OneDrive to open an app such as Word, PowerPoint, etc.

| NON ) @ OneDrive - Clark University
SR By v h ) O Q

Favorites
@ AirDrop
£ Recents
A Applications Attachments Housekeeping LIL Marketing
@ Documents
0 Downloads

g OneDrive - Clark University | \jicrosoft Teams NEVA Pictures Report 2022.docx
Chat Files -

Tags
® Red
) Orange

Yellow - .
Tech Training BMP4 soaking

© Green Documentation data

® Blue

L s TN PN

3. Click the “Share” button in the upper right corner

o] Report 2022 — Last Modified: September 22

nces Mailings Review View  Grammarly EndNote X9 Q Tell me [J Comments
poEEEEza e A 8 S £ @
o 3 i zl A/ ﬁ QJ ¥ v

b Styles Styles Dictate Sensitivity Editor Open
= i Pane Grammarly
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8. You can opt to send link to document to specific people immediately via OneDrive, or

copy link to send to people or larger groups later on in a Teams chat or formal email.

Report 2022 docx
People you specify can view >

ITO: Name, group or email 2R v

Message...

= -

Copy link

People you specify can view » Copy

ﬁ Send a Copy >

4. For either option, you can set permissions for the file by clicking “People you specify can

view.”

Send link

Report 2022.docx

People you specify can view >
Tip: Send link is easier

Fo: Name, group or email R~ for quick check-ins with

Message... specific people or small
groups. Copy link is
easier for larger groups

=M. or if the file is part of a
larger project that
. requires a more nuanced,

Copy link detailed email.

People you specify can view > Copy

(") send a Copy >
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5. In the permissions window, you can choose which type of user can open the file’s sharing

link and their level of access to the document (viewing, editing, or reviewing).

Link settings
Report 2022.docx

Who would you like this link to work for? Learn more

((©) Anyone with the link
People in Clark University with the link

@ People with existing access
Specific people

Other settings
—_—

2 Can view v

© Block download @

Apply Cancel

6. Click “Apply” once you have made changes to permissions.
7. Type in the name of the person/people you’d like to share it with, or select “copy link.”
a. If you are sending the link, write an optional message and click the blue “Send”
button. The people you’re sharing the file with will receive a notification.

b. Copying the link does not send any notifications: you need to send them the link.

Send link

Report 2022.docx
People you specify can view >

ﬁo: Name, group or email

%
<

Message...

S

Copy link

People you specify can view > Copy

ﬂ‘j Send a Copy >
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Congratulations!

You have successfully set up your OneDrive account

For questions or issues, please see book an appointment with the technology training specialist.
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