
OneDrive for Business 



With OneDrive, you can:

• Access and edit your files from all your devices

• Share inside or outside your organization

• Work together in real-time on Office documents

• Quickly find the files that matter to you

• Keep your files protected and backed up

We are now using OneDrive for Business, so you can 

share and collaborate on all your files from anywhere.



Access: Access and edit your files 
from all your devices



Sign in to office.com, then select OneDrive



Select a command from menu bar,
or right-click a file in the list and select a 
command from menu

Select a file, then select      to see the 
file’s info, preview, and recent activity, 
and to manage sharing rights

Find and restore earlier versions of your 
files

Find trending content, files shared with 
you, SharePoint sites you’re following, and 
more



Search for files across Office 365

See recently used files sorted by 
date

See files that have been shared with 
you or shared by you.

Select      to filter by when modified, 
file type, or who shared file

See files from SharePoint sites and 
Teams



Select Upload > Files. Select the file or files 
to upload and then select Open. Or drag 
and drop from File Explorer.



Select + New, and then select the type of file to 

create

If you don’t see the New command, make 

sure to deselect any files in your list



To move or copy a file to a new location, select 

Move to or Copy to.

Then select where to move or copy the file, and 

select Move to or Copy to.



Select a file and select Version history

Select a version of the file to open it. You 
can then save it as the current version, or 
save it under a new name.
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Share: Share inside or outside your 
organization



Select      Share

Select     to choose share settings

Note: See next slide for details

Select Send to send the sharing link directly 
to the recipients

Select Copy Link to get a link you can use in 
IMs, email, etc.

Select Outlook to open an email message 
window with the link already attached

Enter who to share file with
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Set a date if you want the link to expire 
automatically

Allow link recipients to edit the file. 
Leave blank to make link read-only.

Choose who can use the link:

Anyone – people inside and outside your org can access. 
Receive links directly or forwarded.

People in < – everyone in 
your org can access.

People with existing access – create a link to be used by 
people who already have access.

Specific people – enter email addresses of the people you 
want to give access to.

Contoso

Annual Financ…(DRAFT).docx



Contoso

Annual Financ…(DRAFT).docx

Choose Specific people in Link Settings, and 
enter the email addresses of who you want to 
share the file with.

They will be sent an email message with a time-
limited, single-use verification code when they 
open the link. By entering the verification code, 
they prove ownership of the email account to 
which the secure link was sent.
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Collaborate: Work together in real-
time on Office documents







select a file and then select      to view details

See a preview of the file and the number of views

See any recent edits or other activity on the file

See other file information

See who the file is shared with, and change or 
remove sharing settings



Protect: Keep your files protected 
and backed up



Select Recycle bin Right-click the file and select Restore.1 2

You can restore items you delete, and items 
other people delete (as long as you have 

permission to edit the items) for up to 93 days.






