


What we will cover today

e Overview of OneDrive for SIG use
* Contact computer club for general use

* Online View
* Creating a shortcut

* Windows File Manager
* macOS Finder
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What is OneDrive?

OneDrive is ‘cloud’ storage that allows the SIG to share files
with the members.

OneDrive can provide file versioning and the ability to recover
deleted files for a limited time, in case you make a mistake.

An additional use of OneDrive within the Makers SIG allows
sharing of files between your home PC/Mac where your
designs come alive for a Laser or CNC project, with the actual
Laser or CNC. (Instead of using USB sticks)
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There are many ways to work with OneDrive

* On the web

* On your Windows PC or Mac
This only works if:

* You have OneDrive running on your machine and an active internet
connection

* On your phone/table (not supported)
& OneDrive

This presentation is focused on the setting up
Windows/Mac access
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YoU'll need an account that Microsoft recognizes

You will need to use an email account that you inform Microsoft about. It can be a
google account... but Microsoft must know about it for OneDrive to work.

To create an account, go to https://onedrive.live.com or https://outlook.live.com

You provide this to Mike Thomas, who works with Mitch to define a “SIG Projects”
folder that you are granted edit access, as well as “TS-Shared Data” to which you
are granted view access.

Edit access — You can read and write files

View access — You can read files only, no write or update
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What does ’rhls look like?

OneDrive Storage
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Bringing up the web interface (Windows)

OneDrive - Personal

In the lower right notification area of the taskbar g ot

on Windows, you will probably see a small up e

carrot icon. If you click on it, the various tools o

running on the operating system are displayed. e — —
One of them will look like a cloud. A riyaonsy ¥ TP o

Click on it and a dialog will appear showing you
the status of OneDrive. If you would like to bring
up the web interface, click the View online icon.

. . . i s W
The web interface will be launched in a new Openfokda .
window. -
D
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Bringing up the web interface (mc:cOS)

In the upper right notification area of the Control
Center on macOS, you will see an icon that looks
like a cloud.

Click on it and a dialog will appear showing you
the status of OneDrive. If you would like to bring
up the web interface, click the Global icon on the
bottom.

¢} Backed up and synced

& Get More Storage

The web interface will be launched in a new
window.
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You might need to login

Make sure to login with the user id
(email address) that you gave to Mike
Thomas

On the next screen, enter your password

Then you should be logged in

a5 Microsoft

Signin

Use your Microsoft account.

Email or phone number

Forgot your username?

New to Microsoft? Create an account



We will be using Shared and My files ....
@ rhotos Files

-+ Create or upload

Mitch Rozonkiewiecz 1=

| A Recent o Word Qa Excel > Power
Home

B My files «fmmmmm— 2nd Mame
Shared «f— 1 st

T/ Recycle bin

-

'%‘ Get 100 GB free for a month  Start your trial now to get more stora

p.

If yours is narrow,
click the top icon 1
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Lookup_Member

d‘—l My Files

Certifications_Interface
[ LI
Browse files by w My Files

S

< People Front Office Attendance

MMy Files
&

Qo
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Podium Lookup

ﬁ'—l My Files

POF Advanced Course Prerequisits

Migel Wrighit

WWMM OPS MAMNUAL - 01-11-2026 Released with ug

Guild General Account



Select Shared ....

Scroll down until you see
either the TS-Shared Data

or the “XXXX YYYY SIG
Projects” folder
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Mitch Rozonkiewiecz
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Home
My files

Shared < ——

Recycle bin

Browse files by

o
L

People

With you By you £ Folder

Name -

TS-Shared Data < m—

scTech 516 Files

TS5-CNC tool libraries

scTech 516 Files

892 - Laser Inlay Design

Charles Bess's Files

862 - Lasering Mon-Wooden Materials

Charles Bess's Files

Mitch Rozonkiewiecz SIG Projects

scTech 516 Files
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Select Shared ....

Hover over the folder name
until a circle appears to the
left, then slowly move the

mouse over and click in the /
circle to select it . TS-Shared Data

Ol

sclech SIG's Files
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Select Shared ....

Hover over the folder name
until a circle appears to the
left, then slowly move the

mouse over and click in the /
circle to select it . TS-Shared Data

Ol

sclech SIG's Files
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Select Shared ....

A
at

ol

After selecting the check
box, you canonlydo 1 ata
time, above the folder

name W|” be ”Add Shortcut ©) Open [ Share 5] Add shortcutto My files J Download & Hide from Shared
to My files”, click it \
MName -
[ T5-Shared Data B B

scTech 51G's Files
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Select Shared ....

Click the circle to deselect the folder, and select the ‘other’ folder of
the two

Go above the name, and click “Add Shortcut to My files”
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CONGRATULATIONS

At this point, you’ve done all the hard work

It will take some time (30-60 minutes) to synchronize all the files
from your personal SIG Projects folder and the TS-Shared Data
folders to your OneDrive account
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Now go to My files ....

- You will see a list of folders

i Pictures
and files ... —

- Notice the difference in
icons

- Plain folder, and a Folder _&&  T5-Shared Data
with a little arrow B

- Folder with arrow is
OneDrive share

”
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All the files are not synchronized, but open File Manager

@ Mitch - Personal 0 -+

<« “T ] @ OneDrive > Mitch - Perso
Along the left side, find your
‘Personal’ OneDrive entry and @D New ™
select it ~ B Desktop

»  #% Home

El Gallery

The right side will show the
same list of files as the Online
(Web) view showed, with 2
different folder icons

| ~ @ Mitch - Persaonal |

Documents

[ ] ._ TS-Shared Data
#”
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All the files are not synchronized, but open finder

Along the left side, find your L
OneDrive entry and select it

¢\ iCloud Drive

The right side will show the

same list of files as the Online ¢/ OneDrive
(Web) view showed, with the

same folder icon

The difference is the ‘Shared’ — 0
icon to the right of the folder & Pictures
name > il TS-Shared Data 3
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Recovering a changed file from its history

If you realize you have made a change to a file and you’d like to get the
old version back, open up the web interface to OneDrive.

Right click on the file and a menu will appear.
Select Version history

171 & Share
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Recovering a changed file from its history (continued)

If there is history information available, you will be ==
given a dialog listing the file versions. S e -

Ri

Right click on the version you would like to restore .
or click on the ...

You will be given the option to Open the file orifit =~
is not the current version the option to Restore the ...
file to the OneDrive location overwriting the file that .
is there.

”




Recovering files accidentally deleted

* Open the web interface, on the left B e e w0 Y
side of the screen, you will see the e
Recycle bin

Recycle bin

Photos

 Left click on the Recycle bin. You will
now see a list of files that are trashed. R
* Put the cursor over the file you would
like to restore, a ... should appear. Click —
on it.

Select Restore and it will be placed | |
back in OneDrive in the location where
it was deleted from.

”
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Questions
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