TUHSD Tech Quick Guide for SharePoint & OneDrive
An Overview

SharePoint: Microsoft portal for organizations to share documents through
team sites and shared spaces - part of Office 365

OneDrive Pro: Microsoft online storage, with sharing capabilities, for
organization members - part of Office 365
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Accessing OneDrive in Office 365 Web Portal

ol
i Sign in
https://login.microsoftonline.com/

1. Log onto Office 365.

—oN
4N
2. Type your full email 1 Office 365
address. Click on the
Tab OI‘ Entel‘ key. Sign in with your organizational account
|ﬂrst.lastname@tuhsd.0rg\ X
[ Keep me signed in
L= T T
] Office 365
3. Wait a moment for the Redirecting
login p r‘ompt. g?gz_étaking you to your organization's sign-in page.
[ Keep me signed in
Windows Security

iexplore.exe
Connecting to fs.tuhsd.org.

4. Type your username
(OI‘ emall addreSS) and |ﬁrst.lastname@tuhsd.org |
password. Click OK. H [eeeerennd |

Domain: tuhsd.org

|:| Remember my credentials

oK Cancel
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Working Directly in OneDrive of Office 365 Web Portal

1. Click on the web apps icon to the top-left corner of the page.
Office 365

2. Click on the OneDrive app.
2 Office 365

Calendar Newsfeed

PowerPoint OneNote
Word Online Excel Online Online Online My apps

3. Notice the Shared with Everyone folder. This is a public folder each
user owns in which he/she may add documents which may be viewed
by others within the district. (Documents saved outside of this public
folder are private unless intentionally shared with others.)

Shared with Everyone see July 23 2 tara.suggs@tuhsd.org
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Uploading Documents in Office 365 Web Portal

1. On the OneDrive page, click on Files then on Upload Document.

Outlook Calendar People Newsfeed SkyDrive Sites ... TaraSuggs~ £ ?

] Office 365

Cdsmc 0O

==

T 1~j Check Out
d Check In

New Upload ew Edit Wiew Edit Share  Alert Download a Workflows Publish Tags &

DocumenY. Document older  Document Discard Check Out ~ Properties Properties Me ~ Copy Motes

Share & Track Copies Workflows Tags and Notes

Open & Check Out Manage

Mew

2. Click Browse to select documents to upload from the computer or
desired network drive.

Add a document

Choose a file
Browse...

Upload files using Windows Explorer instead

W Overwrite existing files

3. Select the destination folder by clicking on Choose Folder.

Destination Folder
! Choose Folder...

/
1

4. Click OK when finished.

_—

@ Cancel
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Adding Documents using Drag and Drop

1. On the OneDrive page, locate the + new document of drag files here
link.

() new document or drag files here

2. Open File Explorer and locate the file(s) you wish to add to OneDrive.

3. Select the file by clicking on it and dragging it over to the + new
document or drag files here prompt. This works best when the File
Explorer window is placed beside the OneDrive web page.

T o L TTOTOIT

Documents

Welcome to SkyDrive @ Tolleson Union High School District #214, the place
Documents are private until shared. Learn more here. Dismiss

[] Name

Cell Phone Use
IPadExpectations

SpeakUp

TechlntegrationPage

My Documents

Technology Plan and Application Followed Documents

)
)
)
I Student Technology Survey
)
)
)

Timers
Shared with Me

—_— docx
GlogsterPermission Slip.doc
R G mirama N slip.doc Recent Documents

@5 TUHSD_TOG_SharePa...
_ Drop here...
=] Syllabus_Suggs_2013....
@5 TUHSD_TOG_SharePo...
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Using Web Apps on Office 365 Web Portal

OneDrive users have the ability to create new documents within the web
page. These small web programs are called Web Apps. Users may create and
edit Word, Excel, PowerPoint, OneNote, and Excel survey documents.
Click on + new to view these options.

Create a new file
@ new ).

™
% Word document
W D Mame

OF L
rag % Excel workbook
10-He
L - -
1-Tec ﬁ PowerPoint presentation
2-Tec |
1
OneMote notebook
3-EdT @’
4-201 L
% Excel survey
S-hWA
6-ED1
Mew folder
T-iPai
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Working with Word in Office 365 Web Portal and Opening in Word 2013
(Applicable to Excel, PowerPoint, and OneNote)

TITeTR DUt

1. Click on + new document Check In | Create a new file x

and select the file type you v oscracreccon pope

WlSh to create. (Word is Open & Check Out Wi =| Word document

used to illustrate this Welcome to SkyDrive @ T¢ (&b

proceSS ) shared. Learn more here. | Excel workbook

@ new document ¢ d; PowerPoint presentation

2. Type the name of the Create a new document x

document. Click OK. Document Name | | doce
3. Word Web App will open.

Word Web App

4. Begin working on the document. Note: Web Apps provide enough
options to work on a simple document. Advanced features are available

only on full versions of Microsoft Word.
H S tara.suggs@tuhsd.org » Syllabus_Suggs_2013.docx Microsoft Word Web App Tara Suggs ? x
HOME

INSERT PAGE LAYOUT VIEW m OPEN INWORD &% SHARE ~

e ABC

™ ClibriBody) -\ 11 - & 4 A S-S - & = AaBbCc | AaBbCe AgBhCc AaBbCc
Paste P U s x, x* - A . = = = = :§ -8 g Normal No Spacing Heading 1 Heading 2 Spe!ling
Clipboard Font Paragraph Styles Spelling

INSERT Tab PAGE LAYOUT Tab VIEW Tab

tara. tuhsd. tarasuggs@tuhsd.org » Syllabus_Suggs_2013.docx Microsoft Wor
& uesggeuhsdod H - % 9 SIS G HOME  INSERT  PAGELAYOUT  VIEW

HOME  INSERT ~ PAGE LAY HOME  INSERT  PAGELAYOUT  VIEW [FIOPEN INWORD &5 SHARE .

I =
D L 1 fiz) @ rﬁ‘t ”— Indent Spacing D
o ke YR 3 1 . . - .
- . B 3 3= Left O 1= Before: Opt Editing Reading
Table Picture  Clip Link Margins Orientation  Size View View
- Art - - =# Right: 0" iZ Aftern  8pt

Tables Pictures Links Page Setup Paragraph Document Views
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One may share the document by clicking on the SHARE tab.

Share 'Syllabus_Suggs_2013" x
2% Shared wi ice min
a. Type the name(s) of the people. e
b. Give specific permissions to view Imite people
. Can edit |V
only or edit. |
C. Add a personal message if' Include a personal message with this invitation (Optional).
d. Select desired document security
(require sign-in is more secure).
e. Click Share. 2 mecre s
Regquire sign-in
SHOW OPTIONS

Open in Word
Click on the OPEN IN WORD tab to open the document in Word 2013. This
will allow for more advanced formatting.

Edit the document as desired.

Save the document by click on the save icon k2 or click on File > Save As
for more options.

a. When creating a document
directly in Word 2013, one may
save it directly to his/her

OneDrive/SharePoint files. Click Save As

on File > Save As. Tolleson Union High Schoo i, OreDrive -
b. SeleCt OneDrive-T()lleson save a OneDrive - Tolleson Union High Current Folder

= = = = ve chool District #. . N
Union High School District — R 2 TechQuidkGuides
Print .
#2 14. N 6 OneDrive
A Recent Folders
c. Click Browse. Click your email bor 5y otherWeb Locations  2TechQuickGuides
1< i i Close 3

address (this is your OneDrive B9 conpu

folder) b o spcrnanets
d. Type the file name. ot T % Documents

OneDrive - Tolleson Unio

e. Click Save.

Once a document is saved onto OneDrive, one may share documents with
others through Word 2013.

a. To do this, go to File > Share.
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b. Click on Invite People or Get a Sharing Link.

TUHSD_TQG]
Share
open TUHSD_TQG_SharePoint- Invite People
SkyD rive_OVerViEW Type names or e-mail addresses

= Tara Suggs's SkyDrive @ Tolleson Union High Sch...
savefs Share Include a personal message with the invi
Print
Share ...q.. Invite People
Export

GO Get a Sharing Link
Close | Require user to sign in before accessil

E Email
Account ...\‘.
nticna .’;r@ Present Online Share

(_Mtj Send by Instant Message

Shared with
Post to Blog Office365 Admin
Owner
c. Follow the prompts to share the document.
TUHSD_TQG_SharePoint- Get a Sharing Link
SkyD riVe Qve rVieW Sharing Links are useful for sharing with large

groups of people, or when you don't know the e-

Tara Suggs's SkyDrive @ Tolleson Union High Sch... mail addresses of everyone you want to share
with
Share
- View Link
‘..a Invite People Anyone with a view link can vie... | Create Link
Edit Link

GO  Geta Sharing Link

Anyone with an edit link can edi... | Create Link
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Excel Survey

Users may create a simple survey directly in Office 365 web portal. Responses
will be placed in an Excel workbook.

1.

To begin, click on +
new document and
click on Excel
survey.

. Type the name of

the document. Then
click OK.

Complete the form
by adding the survey
title and description

Enter questions and
select desired
options.

Click on the settings
icon to edit
questions.

Updated 3/27/2015 8:44 AM

2
@ new document ¢ [@%| PowerPoint presentation

Al e Find a file

v D MName

1

14-EDTechStand; u; Excel survey

B | oneNote notebook

Create a new document x
Document Name |Technologyln‘tegration X |.H|S)<
Edit Survey

Enter a title for your survey here

Enter a description for your survey here

Enter your first question here

(£) Add New Question

Technology Integration - Growing Trends

This is a survey to gather data regarding teacher understanding
or awareness of growing technology integration trends in

education. -

Enter your first question here

(%) Add New Question

[EDIT QUESTION

Question

‘Question Subtitle

Response Type

Required

Default Answer

x

nter your first question
ere

Text
O

Done

| | Delete Question |

EDIT QUESTION x

Question Which of the following
technology tools do you
use most?

Question Subtitle  |gglact only one.

B oo e

Required %)
Chaices Class Dojo A
Remind 101
Animoto v
Done | | Delete Question |
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6. To preview the survey click on Save and View. To share with others,

click on Share Survey.

Share Survey

Save and View

Close

Save and View Mode

View Survey

Technology Integration - Growing Trends

o gather data regarding teacher unders!
awareness of growing technolagy integration trends in

or awar
educati

Wihich of the following technology tools do you use most?
St ooty oo

[Class Dojo
Rermind 101
|animoto
earpod

v

Share Suvey | | Edil Survey | Close

Share Survey

Share Survey X

Give the link below to anyone you'd like to share this survey
with:

https://studenttuhsd-my.sharepoint.com/personal/tara

Stop sharing this survey

View survey results on Office 365.

FILE HOME

"“D ¥ cut  Calibri

Paste

E@ Copy | B

Clipboard

A

technology tools do
you use most?

INSERT

I

DATA

S Which of the following technology tools do you use most?

Which of the following | Question

Font

VIEW 8 oPEN IN EXCE
- 11 - = 4
He O A = Z

=

C D
Question2
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Other Document Features in OneDrive on the Office 365 Web Portal

Technology Integration.xlsx

Which of the following tedbesiigy toolulsyonlise

1. On OneDrive, click on

View Properties

the ellipses (...) to . S
view more features - iew I Broweer
and OptionS. .. 3 Changed byyou on 9/9/2013 1¢ Edit in Browser

. !,J Shared with 7 Office365 Admin  Check Out

hrtp;:,',’studenttuhsd-my‘sharei Workflows :'a,suggs,t\

Download a Copy
EDIT SHARE  FOLLOW
. Shared With

Delete

2. When sharing a

d(_)cument or folder, Share ‘Technology Integration’ .
click on Share and _

2% Shared with [l Office365 Admin
complete the form by
adding names, email Invite people
addreSSCS, or Enter names, email addresses, or ‘Everyone’. |CEH edit
“Everyone” if sending

to all district users.

3. Youmay add a
personal message,
and you may
designate additional
security for the
document by checking
Require Sign-in.

4. Click on Share when i
finished.

Include a personal message with this invitation (Optional).

Require sign-in

SHOW OPTIONS
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Finding other SharePoint Contacts

1. In Office 365, click on the #  Office 365 | OneDrive
People link from the web apps
menu.

Mail Calendar ople Newsfeed

2. Type the name of the contact you wish to view.
@® New «

p Search my contacts
v My Contacts
v Directory

v Groups # mew +

3. The person’s contact card will appear on the right side of the screen.

) new |_ 12a Poe o x|
all pecple groups rooms
lane Doe
Include People From 1 TR e
il ANy
) My Contacts and Directo ﬁ:‘:l lane Daoe 1 ueek  Instructional Coach, Cul
- 1 p—- Lo ]
My Contacts il = == @ (—D @
Directory

contact notes organization

send email
Jane.doe@tuhsd.org

business
(623-123-4567

M
sipdane.doe@tuhsd.org

linked contacts
SharePoint

Table of Contents =
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View Shared Folders

1. Click on SharePoint Jane Doe
. | Instructional Coach...
beneath linked contacts e
to access a person’s @ @
aCthIty page. contact notes organization
send email
Jane doe@tuhsd.org
business
623-123-4567
IM
sipzlane.doe@tuhsd.org
linked contacts
harePoint
Directory
2. Click on Documents
, ke e . AoOUt Jane Doe
beneath the person’s &
name. 5

Instructional Coach
Curriculum and Instruction
Email Jane.doe@tuhsd.org
Phone 623-123-4567

Office Tolleson

@ follow this person
People

Feel free to mention me in a post.
Apps

3. Only documents or folders shared with you will be visible.

) Office 365 Qutlook Calendar People Mewsfeed
BROWSE FILES LIBRARY
— i @ Tolleson Union High School District #214
S00
achievement E D
Bemamy_cco00l. . DOCUmMeENts
i h al pportunities & =
.= % path; g5
=B £ g Iv Al Find a file ,O‘
| B3 g ]
T = g m:_:_.
Wﬁﬁ: o v [0 Name Madified Sharing Mg
lane Doe Shared with Everyone eee July 12 L

Chemistry Units August 15 &8

USE OFFICE ON DEMAND
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Synchronizing OneDrive folder from Office 365 Web Portal
to Computer Desktop

1. Click on the Sync link on the TaraSuggs~ £ ?
top-right corner of the -
OneDrive page. 'EL

Sync the library ‘Documents’ from tara.suggs@tuhsd.org?
2_ A folder Will be Created On https://studenttuhsd-my.sharepoint.com/personal/tara_suggs_tuhsd_org/Documents

your desktop computer to
sync the OneDrive documents

You'll find your documents under Favorites in Windows Explorer.

We'll save the library here:

with your computer. When cumsancs
this prompt appears, click on
Sync Now.

Cancel

We're getting things ready to sync...

This shouldn't take long.

3' The Computer Wlll begin to Your files are syncing as we speak. Go take a look and
sync with your OneDrive watch them come in.
folder. Click on Show my

files... to view the folder.

You can see your files here:
C\Users\tara.suggs\SharePoint\tara.suggs@tuhsd 1.org

_ Show my files... )

. B T &) » Tara Suggs » SharePoint » tara.suggs@tuhsd l.org »
5. The SharePoint (or OneDrive . .
. . , Favorites

@ SharePoint) folder will be Y Deskiop & 3mwm
displayed. This may be found & Dovinloads 4. 6 TechQuickGuides

. . . ¢ Dropbox 4 T-TechTuesdays
under Favorites in File % Recent ploces B 14-EDTechStandards
Explorer. & SkyDrive . EdTechTools_Accounts

& SharePoint ./ LaptopProgram
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Synchronizing Shared Folders from SharePoint Contacts on Office 365

1. Access a contact’s SharePoint
folder by searching for the
contact (See View Shared
Folder in this document) or
click on the invitation link he
or she may have sent you via
email.

2. Click on the Sync G

Documents
All Find a file ,o
v O Name Modified
Shared with Everyone « July 12 3

.
Chemistry Units - August15 &8

Sharing Modified By

Jane Doe

Jane Doe

link on the top corner of the page.

3. Click Sync Now to create a folder on your OneDrive/SharePoint folder

on your computer.

Sync the library ‘Documents’ from Jane Doe?
https://studenttuhsd-my.sharepoint.com/personal /jane_doe_tuhsd_org/Documents

You'll find your documents under Favorites in Windows Explorer.

We'll save the library here:
C\Users\tara.suggs

We're getting things ready to sync...

( Sync Now ) Cancel

I
This shouldn't take long.

4. Once the folder is created, click on Show my files...

watch them come in.

You can see your files here:

Your files are syncing as we speak. Go take a look and

C:\Users\tara.suggs\SharePoint \lane Doe

Updated 3/27/2015 8:44 AM
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|ﬁ> » Tara Suggs » SharePoint » Jane Doe

The SharePoint folder will display R a
all Office 365 folders you have L1 Name
synchronizing on your computer. o Shared with Everyone

‘ D J Chemistry Units

9 ~ 1 ) » TaraSuggs » SharePoint »

5. Double-click on the folder

A

with the person’s name. You ¥, Fbiamies
. . B Desktop
will be able to view only
. 14 Downloads
folders shared with you or 17 Dropbox
shared pl,lblldy <3 Recent places
& SkyDrive
& SharePoint
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Accessing OneDrive Pro Folder

1. To view or
synchronize your
Office 365 documents
onto your computer,
click/tap on the
OneDrive for Business
tile on the Windows 8
Start Screen.

2. Afolder will be
created on your
desktop computer to
sync the OneDrive
documents with your
computer. When this
prompt appears, click
on Sync Now.

3. Click on Show my
files... to open the
OneDrive folder.

4. The folder will be
located under
Favorites in File
Explorer. It may be
labeled SharePoint or
OneDrive@...

Updated 3/27/2015 8:44 AM

Ready to sync you  OnePrive
y.sharepaint.com/p

suggs tubsd org/

o'l find your documents under Favorites in Windows Explorer.

wie'll save the library here
EAUsersitarasuggs
Change

Sync a different Rborary instead

Tolleson Union High School District #214 documents?

< SynC Mow , cancel

We're getting things ready to sync...

This shouldn't take long.

come in.

You can see your files here:
C:\Users\tara.suggs\SharePointiInstructional Technology Inte - Doc

Your files are syncing as we speak. Go take a look and watch them

BllsED-=
Home  Share  View

/f\ T @ » TaraSuggs » SharePoint *»
A Name
4 .| Favorites L] Name
B Desktop ﬁ} Instructional Technology

i Downloads 5 33 tara.suggs@tuhsd.org
+# Dropbox
<» Recent places

& SharePoint
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