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This is a brief Handout to follow up on the
session that you did covering the basics of
using OneDrive for Business.
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http://windowsitpro.com/cloud/onedrive-business-modifies-files-synched-cloud

Log into One Drive

Go to www.lmetb.ie and click on the Staff email link as circled below

It is best to use Internet Explorer as browser on your PC/Laptop; but it is also accessible

through Chrome or Safari browsers

This is a Microsoft Office365 account with Outlook email and One Drive

functions, you must be on line with a computer or using Wi-Fi to access

and use it
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When you click on the link you will be prompted for your email username and password.

You will then have access to your Outlook Web Access e-mail service (see below image as

an example).
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You will be brought to this landing page

Office 365 Outlook f .

sfhrch Mail and People 2 @ New | v
4 Folders + Inbox All v

Inbox 1 Today

Sent e Rosaleen Lawlor

Drafts Rosaleen Lawlor has shared 'Audit Committee’ 16:39

ere is a link to the Audit Committee” Folder of Informat.

More >

~ Groups

= Browse groups

t an item to read

To navigate to the App Menu, Click on the App Launcher, or waffle menu, ie the button
with nine little white squares on it.

This will open, and you need to select the “One Drive” option

Your apps live here.
0
' LY
=)
People OneDrive

0 | @2 | @

Calendar

OneNote
Online Class Notebook

PowerPoint
Video Word Online Excel Online Online

== My apps

Salar
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To See any Folder or Document that others have shared with you, select “Shared with Me”
on the left hand side.

= Office 365 OneDrive L S - 4

Y o m— OneDrive for Business

Documents

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

@ nNew 2 upload & sync v
v 0

Vv Groups 3

Office 365 OneDrive

OneDrive @ LMETB

Shared with me

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

Audit Commi ttee .. Shoursago M Rosaleen Lawlor

Click on the title of any folder to open the Folder and view the contents.

- ’
P search Onebrive OneDrive for Business

Shared with me

Welcome to your OneDrive for Business, the place to store, sync, and si@re your work. Documents are private until shared. Learn more here. Dismiss
Annual report 2014 15 £ September 25 Helen Loftus
BANQUE DE RESSOURCES et boite 3 oifis ... September 25
IT Folder w.  Augu
Rose May 7 Lorraine Peyton
] Cead bliain 2015 reviewed scheme Niamh O'Neill

Shared with Rose Rachel Biddulph

Share with Rose November 26, 2014 Paula Clinton

o

2015-2016 final version . November 21, 2014 Jean Harrington

To navigate back to the top level - select “One Drive in the Banner - this will take you back
again to the start.

| Office 365 OneDrive
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Office 365 OneDrive

OneDrive for Business

Documents

P

Documents

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

@ New A upload e sync v
v D
5th Year Music 2015 «» 6daysago 2% Patricia Daly Rosaleen Lawlor
Vv Groups Audit Committee «  September 29 8% Liam Coleman and 5 more Rosaleen Lawlor
Communications Level 4 ... September 1 @ Onlyyou Rosaleen Lawlor
Email attachments w. June19 8 Onlyyou Rosaleen Lawlor
Finance Committee ==+ September 29 &% Bill Sweeney and 3 more Rosaleen Lawlor
First Year Business «» 6days ago &% Joan Riordan Rosaleen Lawlor
Maths «. 6daysago Rosaleen Lawlor
Mobile Devices 2014 .. May 8, 2014 Rosaleen Lawlor
Mobile devices summary 2014 2015 s May 26,2014 28 John Heeney Rosaleen Lawlor

Create new Folders/Upload content into the folders at any time.

To Create a new Folder within a Folder - follow the steps below..

Select “+ New” and choose Folder,
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OneDrive for Business

Audit Committee » Meetings

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until sha

(-D New
odified

v D Name Modified Sharing Mo

2 upload £ sync 7 Share v

@

9th September 2015 Yesterday at 6:23 AM 88 Shared M Rosaleen Lawlor

OneDrive for Bu

Audit |

v

=

metb

Bord Oideac
Oilitina L
Louth an
and Training

Give the Folder a name and select

Create

Create a new file

Word document

Welcome to y ==0 5 t, and sha
Excel workbook
@ new = v
n” PowerPoint prese
v [ Nan Sharing
sth [ C 28 Shar
e
Exce
New folder
Create a folder
Name *
l Test Folded X

% INVITE PEOPLE

Create Cance
OneDrive for Business

@ New
v [0 Name

Test Folder

2 upload

9th September 2015

Audit Committee » Meetings

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are privat]

© sync

A few seconds ago &% Shared

Dra:

Yesterday at 6:23 AM 2%

Shared M Rosaleen Lawlor

M Rosaleen Lawlor
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Upload Documents into this or any folder as follows
Click on the folder you wish to add a document into it, and it will open as follows

OneDrive for Business

Audit Committee » Meetings

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn m¢

@ New 2 upload £ sync v
v 0
9th September 2015 .« Yesterday at 6:23 AM 88 Shared Rosaleen Lawlor
v Test Folder -+« A few seconds ago 2% Shared Rosaleen Lawlor

rag files here to upload

Click on “Upload”

OneDrive for Business

Meetings » Test Folder

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Docu

(—D New 2 upload e sync ’:’ Share v

v 0

Browse for the document and select it and choose Open, it will upload to the folder then
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= Choose File to Upload

@Qv‘! Desktop »

Organize v New folder

{ Favorites
B Desktop

& Downloads

| Recent Places
#& OneDrive - LMET| =

9 Libraries
<] Documents

@ Music

&= Pictures

E Videos

1 Computer m,,
&, osDisk (C) am =

Test page.docx

oft Word Document

v ‘ s ‘ ‘ Search Desktop

File name: Test page.docx v |AilFiles ()

5

[ Open

m

OneDrive for Business

Meetings » Test Folder

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private

@new | A upload | S sync Y share v
v 0
@5 Test page 3 Afe sago &% Shared Rosaleen Lawlor

Create a document directly into the folder rather than uploading one

in.

Click on the folder you wish to add a document into it, and it will open as follows

OneDrive for Business

Audit Committee » Meetings

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn m¢

@ New i Upload s Sync v

v D

9th September 2015

v Test Folder

Click on + New

. VYesterday at 6:23 AM 88 Shared Rosaleen Lawlor

« A few seconds ago 2% Shared Rosaleen Lawlor

OneDrive for Business

Meetings » Test Folder

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private

@ New 1 Upload | & Sync O Share v
v C‘[ Name odified Sharing odified B
@5 Test page 3 .« Afewsecondsago &% Shared Rosalee
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Double click on the new document type required, Word, Excel etc as required, and it will
open as follows

OneDrive for Bu X

Create a new file

Meetir
a

Welcome to y! £, and share your work. Documy

u Excel workbook
@ New N - v
7] PowerPoint presentat
v 0
@5 Test m Rosaleen Lawlor
n o

Give the File a name by typing the in the Black Banner where the word “Document”
appears.

Word Online Rosaleen Lawlor Document £+ Share Rosaleen Lawlor

FILE HOME INSERT

REVIEW VIEW Tell me what you want to do v OPEN IN WORD
L o—
O S K AR Z-io- &SN ehce | AsBbcc  AaBbCc AaBbCe 2z ind
Paste ol P B I U abke x, x> %~ A~ Bl= == (=~ Norma No Spacing Hea Heading3 b Replace
A
PAGE10OF 1 OWORDS  ENGLISH (U.S. SAVED 100% HELP IMPROVE OFFICE

As you type Office online will save as you go, no need to resave, just watch for the saved
word, then you know it is saved
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Word Online Rosaleen Lawlor Wednesday Report 8.'. Share Rosaleen Lawlor

OPEN IN WORD

FILE  HOME INSERT  PAGELAYOUT  REVIEW  VEEW
2 s ) — 1— s
= Calibri (Body) - 11 - IS vzt & = M A O Fin
0 nbert) Ay AaBbCc = AaBbCc Aa <o
Pasty u v A =l=== =~ Norma NoSpacing  Hea 3 ab_Reniace
o Formatpainer | D L oo X X BI= ==& . 2 Replace
P Ol 0 WORD: LI VED HELI FI

To edit a File that you have in your One Drive

Open the document and then select Edit Document

Word Online ‘ Rosaleen Lawlor

s o T = o
/ EditDocument~ W Print & Share B Comments

@ Edit in Word
Use the full functionality of Microsoft N

Word.

ﬁ Edit in Word Online
K> Make quick changes right here in

your browser.

Rosaleen Lawlor

Testtw

Then you choose either...
1. Edit in Word Online: this will edit the document within your One Drive and changes

will save as you go.

2. Edit in Word: Here the full version of word will open, you will need to save the
document locally to the computer and then re upload it, it will not save as you go

in the One Drive.
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To Share a Folder with anyone.
Create a folder, and it will be created and locked to Only You.

Click on the “Only You” section, the search box will open.

. : 2
Office 365 OneDrive IS
L search Onedrive OneDrive for Business
— Documents
Welcome to your OneDrive for Business, the place to store, sync, aifjashare your work. Documents are private until shared. Learn more here. Dismiss
@ New A upload 2 sync 7,
v DO Name
Sth Year Music 2015 <. 6daysago 28Wgtricia Daly Rosaleen Lawlor
Vv Groups Audit Committee «+  September 29 &% Liam J8leman and 5 more Rosaleen Lawlor
Communications Level 4 <+ September 1 @ Onlyyou Rosaleen Lawlor
Email attachments wee June19 @ Onlyyou Rosaleen Lawlor
Finance Committee «s+ September 29 2% Bill Sweeney and 3 more Rosaleen Lawlor
First Year Business «+  6daysago 2% Joan Riordan Rosaleen Lawlor
This will open, and select Invite People
>
i A = X
Share 'Communications [##€l 4' and its contents here.
8 Only shared with you
Invite peopl o
AV PeOpe Rosaleen Lawlor Owner
Shared with Bl Administrat aff
w3
or
or
or
or
or
EMAIL EVERYONE ~ ADVANCED
or
Close or
ey ee VA O ZULSE - Uty yuu nusareeTeawiOr
IS
! . . - - X
2 Share 'Communications el 4' and its contents
B
. a8 Only shared with you
Invite people %
2 peop Lynne k Can edit :]
1S ljynne Eeety A icnal).
Coordinator
4 v
o Showing 1 result A
t
n
n M Share everything in this folder, even items with unique permissions.
s SHOW OPTIONS
Cance
a
......... AAT A Anac Vil AZ Anta af%  ka it taaaa [ PO SR S

here.
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Then select their name, chose whether they can edit your notes, or can view,

Then type in a welcome message, and select Share

BIES

' T + ~N 7 ! + - + x

2 Share 'Communications Level 4' and its contents L
ne here.

? 8 Only shared with you L
loa vie peop!e Lvnne Keervy x Can edit fV

Shared with

Aus Here you will find a link to our Folder of resources or
nmif Regards or

i Rose
cati or
chn or
omt ¥ Share everything in this folder, even items with unique permissions. or
Bus SHOW OPTIONS or

or

B Te or
wices summary 2014 2015 -+ May 26, 2014 2% John Heeney Rosaleen Lawlor

To Stop Sharing with Someone

Click where you can see who the folder is shared with on the main page

Office 365 OneDrive

P cearch Onedrive OneDrive for Business

Documents

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are privat@until shared. Learn more here. Dismiss

@new 2 upload  E sync v
v [ Name
Sth Year Music 2015 «. 6daysago 28 Patricia Daly Rosaleen Lawlor
Vi Groups v Audit Committee «»» September 29 &% Liam Coleman and 5 more Rosaleen Lawlor
Communications Level 4 <.« September 1 @ Only you Rosaleen Lawlor
Email attachments «e June19 @ onlyyou Rosaleen Lawlor
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This bring you to the list of people who have shared your document and you can just click
the arrow under their name and you will see the permission to edit, which can be
changed retrospectively and the Stop Sharing button.

[F=3 F=R (>
|G hitps/imett-rysharepeint.com/personsl/doconner Imetb e/ Isyouts/L5/onediive spid=3 0 - @ & || {}meflmlh&“_rﬁpmmhaanﬁaining—o... %| G Onebrive - Googlesearch | | fn 57 &2

File Edit View Favorites Tools Help
5% [ FastTrack for Office 365 & Files - OneDrive [ PrometheanVideo - YouT... [B ServiceNow 3 Free Teaching Resources, ... - < ] dh v Psgew Ssfetyw Tookw @v

Office 365 OneDrive

P search 0O Open < :1 " 1 Selected % @
Share 'Promethean Handouts'
~ David O' Connor Files > Promi &% Shared with Bernie Lesh..  Jean Harringt.. Cianan Courtney Ea... and 23 more
Files . .
. Nam 3 Invite people David O' Connor A Sharing
[ Teacher
, Get a link Owner
) E  Flipch 24 Shared
Shared with me Shared with Carol Murphy
© ®E rom Teacher 24 Bemie Leshy.dbe and..
Recycle bin
Can View y
[1 Activl Allow edit &% Shared
~ Groups + Siobhar
E Teach = | Onl
Groups bring teams & Prom C:?V\Eerw | Stop Sharing & Only you
together. Join one or create
I [0 starti & Shared
’ Q Paul Carey
- Browse Groups Teacher
Can View v

+ Create Groups . -
O Paulo Dias

EMAIL EVERYONE ~ ADVANCED

Get the OneDrive apps

Return ta classic
OneDrive

BN .y o e
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Contact IT Helpdesk with any issues:

Click on this link: https://mijf.service-now.com/ and log in with your details

as per page 1 the link for the helpdesk is also on www.lmetb.ie website

Or under About Us > IT Support

IT Support

‘ IT Helpdesk Portal J
Se—— ]

Post Leaving Certificate (PLC) Courses

Click on the LMETB im:
X meth
=i

IT Helpdesk Portal

use the Helpdesk Portal ta report your IT

Follow the steps in the drop down menu that will open to report that you wish to change
your password, as in the image below (I have selected the options that you need to
replicate and choose) when you are finished select Submit.

Detail what you want your password to be changed to; bearing in mind the protocol.....

A password must have at least 8 characters; it must have at least one
capital letter and it must have at least one number. It cannot be any
derivation of your name.

If you are reporting a hardware issues in a classroom, please include the room number and
the location in the ticket information.

[2 Service Catalog > Can We Help You? > Log an Incident Request (Click Here) o |

Request assistance with an issue you are having
Request assistance with an issue you are having. An incident record will be created and managed through to successful resolution. You will also be notified of progress.

| Please categorise your issue

Email v

T — Your password will be changed
Email address creation/edition/deletion v .

. as requested, once it has been
mpact

SR done, you will receive an email
T — resolution into your email

| wish to change my password .
| Please describe your issue below (Full Description here) 2@ account’ Wh]Ch appears as

» More information . .
S soon as you log in. From this

point forward to log in with
~seni . this new password.
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LMETB You Tube Channel

More tips and tricks can you be found on your LMETB You Tube Channel.

Go to www.youube.com, search for “LMETB” and you will see lots of videos there

=@ =
e 3 htps youtube.com £ - & C || B8 servieehiow B YouTube * | W Case Studies | Weggle |
s WA Facebook [ Dashboard < Louth & Mea... 8 ServiceNow (BB How to Make Doll Shoes ... (9 Curious George . Home ... (§) Manga High Mathematic_. () http--leavingcerthistory (8] CNC Staff Room - Home

% Cookies help us deliver our services. By using our services, you agree 1o our use of cookies. Learmn mors
YouILE LMETB Q Uplosd

BEST OF YOUTUBE
[E] Poputar on YouTube
Music

B seos

() caming

[ Moves

News

B ue

360" Video

Irish players reacting at full-time against
Germany

ﬁ Sminky Shorts: Buffalo Banter

© Browse channels

Sign in now to see your
channels and
recommendations!

Ireland captain ‘fines’ RWC press officer

dai arrive on Camden st at 4am to move
fans- Crowd only gets louder

Wiips /o Comchanne UCARKpGIWVELBIWIARIG | ,,__ _

 Costses bl vz dever our sarves. By o o service, o 3310830 cur v of cooker, Leac e

YoullID weere a e

Ay A ¢V

Bord Oideachais agus

Oilitima Ta1 nouce na NS

w sePn n Schoots

__.,L*
B =

OUTLOOK and EMAIL

= ml__

tum on outlook for the firsttime Exporting your Outlook file importa pst i l le o T Outlook for your e Photos and
(folders, email, contacts, et em:

o email

IT Helpdesk Portal

One Drive

& OneDrive

OneDrve: The One Plce for
hing in your Life
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Contact David O’ Connor

If you have any queries please contact me

David O' Connor | IT Trainer | LMETB | Email: doconnor@lmetb.ie

&& OneDrive

Mesaest/

1 YEAR
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