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1 Requirements

OneDrive users need an Internet connection and a free Microsoft account.

2 OneDrive in the webbrowser

2.1 Create a Microsoft Account

Anyone with a Microsoft account can use this to log in to all of Microsoft's public
online services. These include OneDrive, Outlook.com, Office, Photos and Skype.
Users of Windows 10 or 11 can also use this account to log in and download the app
to their computer.

Anyone with an email address ending in @hotmail.com, @live.com or @outlook.com
has automatically a Microsoft account.

1. Go to login.live.com/

2. Behind 'No account?’, click Create one.

B® Microsoft
Sign in
Email, phone, or Skype /

No account? Create one!

Sign in with Windows Hello or a security key (7)

Next

3. Type the email address you want to associate with the Microsoft account.
If you do not have an email address you can also use a mobile number.
You can also create a new email address. I'll explain this later.

B® Microsoft

Create account

soﬁbramict@gmail.com|

Use a phone number instead

Get a new email address


https://login.live.com/
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4. Click on “Next”

B® Microsoft

Create account

soﬁbraini(t@gmail.com|

Use & phone number instead

Get a new email address

Next

5. Think of a password and type the password.
Click on “Next”

B® Microsoft
< softbrainict@gmail.com

Create a password

Enter the password you would like to use with your
account.

----------

D Show password

6. Microsoft still wants to receive some information. Please type your first name
and your last name.
Click on “Next”

7. Select your country and your birthdate.
Click on “Next”

B® Microsoft
¢ softbrainict@gmail.com

What's your birthdate?

We need just a little more info to set up your
account. Your date of birth helps us to provide you
with age-appropriate settings.

Country/region

Belgium ~

Birthdate
Month v Day ~ Year

8. Microsoft will send a code to the email address associated with the account.
Type the code from the email into the 'Enter code' field.

4
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Click on “Next.”

9. Microsoft wants to make sure that people, not bots, create accounts. So you
have to type the code again. Click on 'Enter the characters you see' below.
Images can consist of upper and lower case letters and numbers. Type the
characters you see in the image. You may also need to indicate the correct
images. Click next.

B® Microsoft
« softbrainicc@gmail.com

Create account

Pick the rabbit

ﬁ‘
A

W ,

10.1f you did not copy the characters correctly, a new image will appear and you
can try again. It doesn't matter if you make a few mistakes. If you prefer to
listen to spoken text and then type it, click Audio File. Make sure the speaker
of the PC is on.

11.1f the characters are typed correctly, or you have picked the right picture, you
have a Microsoft account.

2.2 Create account with new mail address

1. Go to login.live.com/

2. Behind 'No account?’, click Create one.

B® Microsoft

Sign in

Email, phone, or Skype /

V4

No account? Create one!

Sign in with Windows Hello or a security key (3)

Next


https://login.live.com/
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3. Click on “Get a new email address”. And click “Next”

B® Microsoft

Create account

soﬁbramict@gmail.com| P

Use a phone number -mea/

Get a new email address

Next

4. Type the name you want to use for the new email address. The address ends
in @outlook.com. This is already filled in. You can change this to
@hotmail.com. Click on “Next”

B® Microsoft

Create account

softbrain @outlook.com ~

Use a phone number instead

Use your email instead

Next

5. If the email address is already in use, a message will appear. Type in a new
email address and click “Next” again.

B® Microsoft

Create account

Someone already has this email address. Try another
name or claim one of these that's available

softbrain @outlook.com ~

Use a phone number instead

Use your email instead

6. Think of a password and type the password.
Click on “Next”

7. Microsoft still wants to receive some information. Please type your first name
and your last name.
Click on “Next”
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8. Select your country and your birthdate.
Click on “Next”

B® Microsoft
& softbrainict@gmail.com

What's your birthdate?

We need just a little more info to set up your
account. Your date of birth helps us to provide you
with age-appropriate settings.

Country/region

Belgium ~

Birthdate
Month v Day v Year

9. Microsoft will send a code to the email address associated with the account.
Type the code from the email into the 'Enter code' field.
Click on “Next.”

10. Microsoft wants to make sure that people, not bots, create accounts. So you
have to type the code again. Click on 'Enter the characters you see' below.
Images can consist of upper and lower case letters and numbers. Type the

characters you see in the image. You may also need to indicate the correct
images. Click next.
Create account

Pick the rabbit

11.1f you did not copy the characters correctly, a new image will appear and you
can try again. It doesn't matter if you make a few mistakes. If you prefer to

listen to spoken text and then type it, click Audio File. Make sure the speaker
of the PC is on.

12.1f the characters are typed correctly, or you have picked the right picture, you
have a Microsoft account.

61B
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2.3 Login to OneDrive

1. Go to https://www.microsoft.com/nl-be/microsoft-365/onedrive/online-cloud-
storage and choose “aanmelden”

Persoonlijke
cloudopslag in

OneDrive

Sla je foto's en bestanden op
in OneDrive, en open ze vanaf
elk apparaat, overal.

| Abonnementen en prijzen bekijken

2. Typ your Microsoft email address

B® Microsoft

Aanmelden

softbrainict@gmail.com

Geen account? Maak een zccount.

Volgende

3. Typ your password and choose “Sign in”

B® Microsoft
< softbrainict@gmail.com

Enter password

Forgot password?

Email code to softbrainict@gmail.com


https://www.microsoft.com/nl-be/microsoft-365/onedrive/online-cloud-storage
https://www.microsoft.com/nl-be/microsoft-365/onedrive/online-cloud-storage
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2.4 Upload a file or a folder
1. Click on “Upload”

:::  OneDrive

Seppe Van Campfort -+ New v T Upload v
B3 My files

2. Choose Files or Folder

T Upload ~
Files

Folder

3. Navigate to the desired file and click on it

WE GIP_Task2_JobOffer
":H ManualOneDrive
wh VanCampf pe_Reclamemelding

wE VanCampfortSeppe_ReclamemeldingV2

snaam: | ManualOneDrive ~| | Alle bestanden

| Openen | | Annuleren |
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4. Click on “Open”

wh GIP_Task?_JobOffer
\'ﬁ ManualOneDrive
wE VanCampfortSeppe_Reclamemelding 2021-11-17 11:47

wE VanCam pfortSeppe_ReclamemeldingV2

snaam: | ManualOneDrive ~ | | Alle bestanden

| Openen | | Annuleren |

5. The file or folder is now on OneDrive

2.5 Viewing a file

1. Click on My files first in the left-hand menu.

Seppe Van Campfc/

B3 My files

¥) Recent

F Photos
g*  Shared
i@ Recycle bin

2. Click on a file to open it

3. The file can be opened in a new tab. Is the file finished, close it via the cross
on the tab or file

10
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2.6 Create a folder

1. If necessary, click on Files first in the left menu

Seppe Van Campfort /

B3 My files
¥) Recent

F Photos

g*  Shared

i@ Recycle bin

2. If necessary, first click on a folder where you want to create the new folder

Seppe Van Campfort + New ~ T Upload v
B3 My files
O Recent My files
P~ Photos
g Shared
& Recycle bin

0 O

_\l

Documents

16 minutes ago

3. Click on New at the top

Seppe Van Campfort -+ New ~ T Upload v | Share & Create album from folder </> Embed

My files

© 0

Recent My files > Documents

Photos

Shared

& % [

Recycle bin

11
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4. Choose “Folder”
]
-+ MNew ~ T Upload v |& ¢
Folder
@y Word document
B3 Excel workbook
@/ PowerPoint presentation
M} OneNote notebook
Forms survey
& y

[E Plain text document

5. Give your folder a name. And click on “Create”

Create a folder X

Enter your folder name

6. Your new folder is created

My files > Documents

5
~Test
Less than a minute ago

12
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2.7 Moving a file

1. If necessary, click on Files first in the left menu

Seppe Van Campfort

P31 My files /

“0) Recent
Photos
o+ Shared
& Recycle bin

2. Move your mouse over the file

3. Acircle will appear next to the file. Click on it

@

|

" Recensie.docx
Less than a minute ago

4. Choose the option “Move to”

fH Open ~ & Share + Download Ti] Delete 57 Movego [ Copyto =B Rename </> Embed & Version history

My files > Documents

A s
Test Recensie.daocx
6 minutes ago Less than a minute ago

13
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5. Your folders appear on the right-hand side of the screen. Select the correct
folder and choose “Move”

: - New folder X

Move item to

& My files
> Documents
» B Personal Vault

> Pictures

6. Your file is now in the selected folder

14
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2.8 Delete a file

1. If necessary, click on Files first in the left menu

Seppe Van Campfort

P1 My files /
¥) Recent

Photos

g*  Shared

& Recycle bin

2. Move your mouse over the file

3. A circle will appear next to the file. Click on it

|
Recensie.docx

Less than a minute ago

4. Choose the option “Delete”

fH Open ~ & Share | Download Ti] Delete 51 Moveto [3 Copyto =l Rename </> Embed 4 Version history

My files > Documents

| |
Test Recensie.docx
& minutes ago Less than a minute ago

15
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5. A pop-up will appear. Choose “Delete”

Delete? X

Are you sure you want to send this item to the

6. Your file is now deleted from Onedrive

recycle bin?

2.9 Recover a deleted file

1. Click on “Recycle bin” first in the left menu

Seppe Van Campfort

i}

My files

Becent

©

Photos

]

Shared

Recycle bin \

2. Click on the file

& %

(v] @ “Recensie.docx

16

61B
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3. Click on “Restore”

il Delete <) Restore

Recycle bin

o Name

(] @ “Recensie.docx

2.10 File sharing via email

1. Click on Files first in the left menu

Seppe Van Campfort
My files /

Fecent

© 0

Photos

]

Shared

& %

Recycle bin

2. Move your mouse over the file

3. Acircle will appear next to the file. Click on it

|
Recensie.docx

Less than a minute ago

17
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4. Choose the option “Share”

fH Open ~ & Share + Download Ti] Delete 53 Movete [ Copyto =B Rename </> Embed & Version history

My files > Documents

N N
“Test ~Recensie.docx
6 minutes ago Less than a minute ago

5. Share file directly via email. Type a nhame or email address in the 'To' field

Send link X

1 ltems

Anyone with the link can edit

/

To: Name, group or ema / o

Message...

Copy link

6. In the 'Message' field, type a supporting tekst
Send link <

1 ltems

Anyone with the link can edit

To: Name, group or ema / /
Message...
@
Copy link

18
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7. Click on Send
Send link X

1 ltems
Anyone with the link can edit

To: Name, group or ema / o

- Message..

(==
@

Copy link

8. Click on the cross

2.11 Share file via link

1. Click on Files first in the left menu

Seppe Van Campfort /

B3 My files

Recent

G

Photos

]

Shared

o

&)

Recycle bin

2. Move your mouse over the file

19
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3. Acircle will appear next to the file. Click on it

O

|

“Recensie.docx
Less than a minute ago

4. Choose the option “Share”

fH Open ~ & Share < Download Ti] Delete 51 Moveto [3 Copyto =l Rename </> Embed & Version history

My files > Documents

s sl
Test Recensie.docx

& minutes ago Less than a minute ago

5. Click on “Copy link”
Send link ®

1 ltems
Anyone with the link can edit

To: Name, group or ema / /

Message...

'@_)4_—

Copy link

20
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6. Click on “Copy” and share it with the people who are allowed to view and edit

your file
© :

Link to '1 Items' copied

‘ https://1drv.ms/w/slAg kaG54
Anyone with the link can edit >

21
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3 Link OneDrive with explorer
3.1 Install and configure

1. If you are using Windows 10, the OneDrive app is already installed on your
computer and proceed to step 2.

If you do not have Windows 10 or Office 2016, install the Windows version of
the New OneDrive synchronisation app

2. Start OneDrive Setup.

3.2 If you are not signed in to OneDrive with an account
1. Select the Start button, search for "OneDrive" and then open it:

= |n Windows 10, select OneDrive.

Alle Apps Documenten Web Meer ¥

Beste overeenkomst

' OneDrive
App
Instellingen .

OneDrive
Bescherming tegen ransomware App

LS Instellingen voor zoeken in de cloud

Privacyinstellingen voor T Openen

automatische bestandsdownloads . .
O Als administrator uitvoeren

Zoeken op het web - )
/3 Bestandslocatie openen

/O onedrive - Webresultaten weergeven 20 Van Start losmaken

L onedrive log in ™ Aan de taakbalk vastmaken

L onedrive aanmelden Verwijderen

L onedrive inloggen

L onedrive download
Mappen

R OneDrive

£ onedrive

* In Windows 7, under Programs, select Microsoft OneDrive.

Programma’s (1)
& Microsoft OneDrive

Bestanden (7)

22
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2. When the OneDrive installer launches, enter your personal, work or school
account and select Sign In.

OneDrive instellen

Sla uw bestanden op in OneDrive zodat u ze vanaf elk apparaat kunt openen.

| Account maken ]

3.3 View and manage your OneDirive files
Everything is now ready. Your OneDrive files appear in Explorer in the OneDrive
folder. If you use multiple accounts, your personal files appear under OneDrive -

Personal and your work or school files under OneDrive - Organisation.
n B = | Engels

Bestand Start Delen

# Snelle toegang

OneDrive - Sint-Jan Berct

W'] Sint-Jan Berchmanscollec

8 Deze pc

W Netwerk

23
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A new white or blue cloud icon (or both) now appears in the system tray and your
work files are synchronised with your computer. When you move the mouse pointer
over the icon, the blue cloud icon reads OneDrive - [Name].

X

OneDrive - Sint-Jan Berchmanscollege
Up-to-date

To change the synced folders on your computer, right-click on the cloud icon in the
taskbar's system tray and select Settings > Accounts > Select Folders. Here you can

search for more information about your account and make more changes to the
OneDirive settings.

@, Microsoft OneDrive X

Instellingen Account  Back-up maken Netwerk Office Info

OneDrive - Sint-Jan Berchi Il (seppe.) be)

19,1 GB van 1.024 GB cloudopslag gebruikt Account toevoegen

Opslag beheren Deze pc ontk

2 locaties worden gesynchroniseerd
OneDrive - Sint-Jan Berchmanscollege

567 MB Mappen kiezen Synchronisatie stoppen

‘Willem De Bie - 06 Helpdesk
0kB Mappen kiezen Synchronisatie stoppen

OK Annuleren

24
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3.4 File Sharing

Select a file, go to the Share tab, and select Share. Choose how you want to send the
file, then follow the process for that option.

2021-2022

Delen Beeld
— Toegang

r n OneDrive - Sint-Jan Berchmanscollege 2021-2022

Naam Gewijzigd op Type Grootte
»# Snelle toegang
0172022 11:21 Bestandsmap
OneDrive - Sint-Jan Berct

Elektriciteit Bestandsmap

Engels Bestandsmap
Frans Bestandsmap
enis Bestandsmap

[ |
n
n
W 2021-2022 Godsdienst Bestandsmap
Informatica Beheer

Mederlands

Afbeeldingen 30/01/2022 11:21 Bestandsmap
Bi ; 30/01/2022 11:21 Bestandsmap
ijlagen

-
-
-
-
-
-
-
-
-

Ondernemen 14/03/2022 19:52 Bestandsmap
Bureaublad e §
eminarie : / 2 Bestandsmap

Documenten i -
SID-in

30/01/2022 11:21 Bestandsmap
Hide.Me 3070172022 11:21 Bestandsmap
Prive Bestandsmap

Wiskunde

PS by LickkYT Bestandsmap
Microsoft Poy
22/09/2021 11:31 Microsoft P

06/10/2021 1145 Microsaft Word-

Screenshots & AhmedMusta
a AhmedMusf

Sponsoring -
'ﬁ Unit1_Migration.

OB B

Hide.Mezip
Sint-Jan Berchmanscolleg
= Deze pc

o Netwerk
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