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* OneDrive is referred to as Cloud storage — it is of cause simply
remote storage.

 Remote storage is offered by most OS providers and third
parties.

* Microsoft — OneDrive
* Apple —iCloud

* Most are now able to be installed on any platform, and can be
accessed from the web.

* Dropbox; Google Cloud; there are many more.



* Primary advantages:
* Large storage of data, you choose and pay for it.
* Management of the storage to save and locate data.
* Back up of Backups.

* Disadvantages:
* Privacy.
 Security of data.

* Most OS cloud offerings offers full remote access from
anywhere in the world; while you can do remote access, you
need to have your network live all the time



* You can also set up Personal “cloud” Storage using a local network
connected hard drive.

* This gives you control of the storage and its data security.

* But you will need to do the file management and save and open access to
data.

* You will also need to do solid back up of the storage and cover failed
hardware.

* Some equipment come with management but it raises the privacy issue
as they work from an online relationship.



* Which one? Your choice depending on your OS and cost of storage.

 We will look at OneDrive as it is loaded with the install of Windows and is
immediately available for use.

* It is also on all Windows computers so sharing with family an friends is
likely to be easier as they already have it on their computers.

* It can be loaded on all mobile devices for direct file access or you can use
the browser to access the data.

* One Drive comes with 5Gb of free storage. Dropbox has 2Gb.
* OneDrive can be upgraded to 100Gb for $20.00 p.a.
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* This is the access from file manager screen.

* It shows the links in the drop down and the folders and file in OneDrive in
the right screen.
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* The icons show if stored in the cloud or on the local storage



* If you are logged in to Windows using your Microsoft ID you will
be automatically logged into OneDrive on your computer and

Save As

online. (this -

( @y Orelre - Paronal
'\\_—‘ _’/

* Be aware that OneDrive will be offeredas |
the “preferred” storage location when
saving files. L2

* In Word you can change that by goingto | ...
file> options> Save.

E Customize how documents are saved.

Save files in this format: Word Documen t (*.docx)

» Tick box for “save to Computer by default.| .. 1 Sovecteconsformationcvery [10 ] ot

Keep the last autosaved version if | close without saving

® Th iS Wi | I C h a n ge th e Setti n g fo r a | | cu-stoﬂ'zé Ribbon AutoRecover file location: Ch\Usershkeithc\AppData\Roam

Quick Access Toolbar [] Don't show the Backstage when opening or saving files

M S / \p pS . . Show additional places for saving, even if sign-in may be required.

Add-ins
Save to Computer by default
Default local file location: C\Users\keithc\Documents\,

Default personal templates location:



* You can save and open files from either the File manager on your
computer or from online.

* File manage is my main method, online when needing to do some setup
of storage or to create files directly using the office apps there.

 This is the online view.
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. y
€p Buy storage Documents less than a minute ago Private
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* The main default is
My files.

 There are set default
items as you see.

* In the right panel are the
file you see from File
Explorer in Windows.

 The folder Stafford... is a
shared folder from
another OneDrive.

k c

3 My files
b)) Recent
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Get more storage for all your files
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Learn more about storage plans.
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COMMITTEE » Music
Thunderbird MAIL SETUP AND MESSAGES STORE # Public

Alan Funnies Stafford Constitution Review 2023-24
Video
.849C9593-D756-4E56-8D6E-42412F2...
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* In this example | have created on the other OneDrive a folder outside My
Files to keep the information separate from my personal files.

* That way to share the other data group you would just share that folder.

e Sharing can be a bit tricky but we do that later.

* But it looks like in the later version of One Drive to get the share on to the
Windows File Explore you need to use a “add shortcut” option, this will
then place a shortcut into My Files and then it will be viewable in File
Explorer.

 But this is the tricky bit and | don’t know why Microsoft makes it so
“unusable”???



* Putting Data into OneDrive.

* If you allow the default install of OneDrive
data will be saved to OneDrive.

* From the online screen you use the upload
option to find a file on you computer and |«
bring it online. £ My files

 All date saved to online or Synced, will be accessed only online and if you
want access offline you will need to download it to your computer.

OneDrive

ke @ Open v [ Share T Delete [g Moveto ([ Copyto & Download E)) Rename </> Embed L) Version history X 1 selected — v @) Info
| 0] My files B £ keith B> - 10/6/2022 131 M8 25 Shared

D) Recent ) ) ; ey

w1 Areview of the IT outsourcing literature_Ins...  9///2022 1265 KH
@ Photos

a Book1 xlsx
&3 Shared

@ G Docldocx By 872872022 107 K8 Private

* Note the option bar it will show as you work, changing depending on
what you access.
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* Having said that on the previous slide, you can see all the files that are
online from File Explorer on your computer, as they sync between the
computer and the online storage.

* So, you can store online and work with the files directly from your
computer.

* Just be aware that if you delete files online they will be lost.

* If you are to delete files from the online storage and want to keep them
you must download them to your computer, first.

* You will get a warning to do it so don’t ignore it.

* You will also find that OneDrive will hold the files for a time (30 days) so if
you change your mind you can restore them.



* With OneDrive linked to File Manager you can add or change data online
from there directly.

* It is simply a copy and past exercise

* Drag and drop the =
file to be added. |

@ OneDrive - Personal

TotalAV

USBbootSetup-SeaToolsBootable

¢ C h an ge frO m 2 Documents w virgin july'22
move tO CO py g 7Apni2022 —> Move to Documents | alk USA IT Group
u Sl n g t h e Ct rl key @ keith inX YouTube Downloader
. & Music Zoom
@ Public . ~$Peter.docx

& TNational Anthem] Australia - Advance Australia Fairmg

[“18- 1 Joomla upgrade for Flexi contact.docx
I'.I 2 lune 2022 nubh

* You can also delete files and you can share files and Folders from File
Explorer.

2 Stafford Constitution Review 2023-24

2 Video

* Look for the message that allows you to remove a share from all
connected shares. OR you chose to just stop a individual share.
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* Manage your storage
. > otions

OneDrive

Options

Manage storage
Plans and upgrades
Office File Formats
Personal Vault

Photos

Notifications

Device backups
Restore your OneDrive

Search

Storage summary

Total used

< 0.1GB/scs

Get more storage

1% used

' OneDrive . Outlook (Attachments)

Free up space: Empty recycle bin OneDrive Outlook (Attachments)

Your current plan(s)

Free

5GB

Upgrade
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* Chose how your files are viewed and sorted.
* View as a list details "

or Tiles. ) | Tiles
IF Sort v BEEl v Details
| = Lt I S O e
im.::?mcm-; j, ~;: umen
— Compact List 5
K.
v 8o Tiles “.,'OI ‘b"‘
scronad Vawr  Figtaxs ginandagse..  caundl i gt
. ] '

= Sart 2 59 v Detail

e Sort by name and in

v/ Name
ascending or i s
descending order. I
v/ Ascending

Descending




 Work with files

i Il |l

i W B

Cl

gl

£/ Open in Text Editor

@ Share T Delete £g Moveto (O Copyto

Desktop 4/1/2021
Documents 7/20/2018
keith 9/12/2022
Music & 9/16/2018
Personal Vault Share a file 3/30/2021
Pictures 772072018
council login and agree for internet \age.txt 2/17/2019
council login.txt B e 272019
Get Started with Dropbox Paper.url 11/17/2018
OneDrive - Personal - Shortcut.Ink 1173072021

4 Download

12.9 MB
465 bytes

51.0KB

230 bytes
235 bytes
208 bytes

729 byles

&) Rename -

Priva

Private

Private

Private

Private

Private

Private

& Shared

Private

X 1 selected

_ Select a file

~ A menu opens showing
options you can apply.
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* Sharing a file or folder.

Send link

* Click to share

yone with the link can edit

* In the box enter a email to the person to share. | @ e
e Itis alink to another OneDrive Account or

* Alink to someone without an account but allowing
them to view or down load the file.
* You can click on anyone can edit to change to opime

read only access.
&

keith catts shared a file with you

* Copy link to email the link to someone. An alternate
way to advise a share.

Link to ‘council login.txt' sent

* Click Send to share the file. |. ¢
o Email |ink. council login.txt

i

keith catts shared "council login” with you 5:36 pm



* Click the link and it takes you to OneDrive.
* This shows the file Click the download button.

OneDrive

4 Download 1 council login.txt

council login.txt

Sign In Cre

1 https://auth.guest.bcc.qld.gov.au/fs/customwebauth/login.html?switch url=https://auth.guest.bcc.qld.gov.au/login.html&
ap_mac=24:01:c7:da:fd:60&client _mac=5c:ea:1d:9a:58:c3&wlan=CouncilWifi&redirect=detectportal.firefox.com/success.txt

2] Login | ProtonMail {3 DuckDuckGo — Priva.. (& Private Search Engine ...

OneDrive

* The file is downloaded
to the shared computer.

@ Share & Copylink . Download

council login.txt

G Geogle | @ Login

=5 councyl Ingintyr

=] Completed — 235 ntes

Show all downloads

counci 10gIn. It

1 https://auth.puest.bcc.gld. pov.au/fs/customeebauth/lopgin.html ?switch url=https://auth.pguest.bee.gld.gov.au

* The downloaded file in the e~

computers downloads folder. o g
> 5| Documents

> ¥ Downloads

| N

« v 1 ¥ > ThisPC > Downloads

~

v | O

D Name
v Today (1)

3! council logintxt
v Last week (4)

- -
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e Share to a OneDrive folder under the OneDrive folder in File Explorer.
* Syncing a folder is not clear.
* Open and log into OneDrive on both computers.

* Do the share from the computer sharing. —
. . o T upload ~ €2 Share B Addshortrut to My flles < i
* When you receive the link email. =
* Click the link in the email. e
* Look to the top bar and click on
Add shortcut to My files. e
* The folder is now showing in the » S
file explorer of the share computer.  |sou o
* It is now synced so all changes will swoscmnsin . ©
be shown. 4 .
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* When sharing to sync folders or files the trick is to :

* Have both computers signed with ID.

* On the computer to accept a share
* Click the email share item.

* This will open OneDrive.
* Do not select the file. R = i —

* It will show a screen and on thetop line |
it will have “Add Short to My files”. -

T upload v & Share Bl Addshortcutto My files L Downloa

’}_« Get 100 GB free for a month  Start your gl now 10.get more stovege for all your Mles and photos,

* Do not select the shared folder or file,
you will loos the add option.

* Click on the “add shortcut to My files”. | o e e e or s

O 3 Name 1 ~ Modified - File 5
council legin and agree for internel page.txt L2 b




* A pop up will advise 1 file added to My files. R 7 B =5
* This is all on the computer be shared to.

Shared with you > Articles of Association &

™M Name t Modified ~

W= Comments Probus PSPLreview Articles of a... 26 days o

f7 Get 100 GB free for amonth  Start your trial now ta get more storage for all your files an

My files
* This adds the file to the My files on the
OneDrive of the shared to computer. ) Name? v N

|
<2  Articles of Association

* Now check the File explorer on the
shared computer.
* The file / folder is now added. s BN Artides of Assodiation

* You can now add to the folder from File manager | , - acachments v Net
and it will sync with the other sharing computer.

v @ keith - Personal
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* OneDrive, (all cloud storage do), offers up a secure online storage for the
important data you want to secure.

* This is your Personal Vault or “safe” it is encrypted (256 Bit) so offers you
a high level of protection.

* With encryption uses a 2F verification to access your Vault.

* You will find the vault in the All Files folder in OneDrive and in File
Explorer.

e Access may take longer as the save the data as it is encrypted and then
unencrypted when you want to read it. Oy fles

) Recent keith

* You need to determine is online the placeto |
store such data. .

f Shared Music

—

Recycle bin ¥  Personal Vault

* For the personal free it only allows storage for
THREE files. Need more you will have to pay.



* Click on the vault icon to openit.

* You will need to Verify you identity. Generally a code is \
sent to you, enter the code to verify. Verify your identityin the pop up thindow to

* Now click the Vault. This is a new file placed in the vault.
* Click the Vault and click select.
* New file in the Vault.

Verification needed.

pop-up.

Name 7 ~

M- _\‘New dic1111.docx

@ OneDrive is up to date Personal Vault . . . _
e A place with an extia layer ol secunty for your sersitive Verlfy you r Identlty Bh Upgrade RS SSD May 2022pptx
and rnportant files and photos Select the button to venify your identity. This wil
Meet your Personal Vault
3
: - ;‘ '*:,-' ‘ < N Secured by two-step verification Vault v l_: Sort v
* ~ Verification needed.
A piace ta store your most impotent ant semasipe fiies b A TR Verify your identity in the pop u %indnw to Lock
Presectec with an stre ayer of vecurity. Set ug yaiuf inactivity ¥ ¥ pop up
Phtscor Voult ’ continue, Click "Show pop-up' if you don't see the
D Available on all of your OneDrive — POp-up. Personal Vault settings
devices brishuanc@ontiook com
1 of 3 free files remaining

* Microsoft 365 Family or Personal, you can only add up to three files
in your Personal Vault.

* Close the Vault from the menu bar.
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 Disabling Personal Vault permanently deletes any files that are in your
Personal Vault at the time you disable it. You won't be able to recover
these files later.

* In your OneDrive, select Settings: update your profile, install software
and connect it to the cloud > Options, and then select Personal Vault
from the left navigation.

e Select the Disable Personal Vault slider to disable Personal Vault.

* If you're sure you want to disable Personal Vault and delete all files and
folders inside Personal Vault, select Disable.

* Because disabling Personal Vault deletes your files and you won't be able
to restore them, we ask you one more time. If you're sure, select Disable
again.



* This show the limit of three file has been reached.

OneDrive - Personal » Personal Vault W O 2 Search Personal Vault
# " [] Name Status
o Site sign in details
» [ﬁ A review of the IT outsourcing literatur... S
er Volume 34 2023 4 B Documentl.docx ©
» Network sharing.docx (]

* This makes it almost of no use.
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