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Introduction of SharePoint
What is SharePoint?

Organizations use SharePoint to create websites to store, organize, share and access information from any devices.
Your SharePoint team or department know as primary site or team site.

How to log into your SharePoint site?
Step 1 - Log in to your Office 365 using Microsoft Account
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€ Signinto your account - Google Chrome

€ C | @ https://login.microsoftonline.com/login.srf?wa=wsignin1.0&rpsnv=48:ct=14660476788&urver=6.6.6556.08wp=MBI_SSL&wreply=https%3a%2{%2foutlook.office.cc ¥ 1¢ Q.‘

] Office 365

Work or school account

someone@example.com

Connect

Keep me signed in

Can't access your account?

B Microsoft

vacy & Cookies

www.outlook.com/schoolname.moe.edu.bn



Step 2 - When you sign in to Office 365, or your organization’s corporate intranet site, you’ll see links to Mail,
Calendar, People, Newsfeed, OneDrive, and Sites and others in the app launcher navigation.

‘% 6 |

Calendar MNewsfeed OneDrive

/2016
/2016
/2016

Planner /2016

View all my apps




Logging out of SharePoint
Step 1 - Click on the top right hand corner dropdown

Step 2 - Click Sign Out

change

About me

View account

Introduction to your new SharePoint site

Office 365 Sites

EROWSE  PAGE ) SHARE Y FOLLOW

Home # EDIT LNKS Search this site
Team Site

Home Get started with your site  remove THis
Notebook
Documents
Recent /-.
Department Reports t)

Calendar

Working on a Add lists, libraries, and

Share your site. deadline? other apps. What's your style? Your site. Your brand. Keep email in context.

Contacts

Site Contents
Recycle Bin Newsfeed Documents
Start a conversation ‘ @ New 1 upload

v O neme

# EDIT LINKS

It's pretty quiet here, Invite more people to the site, or start a conversation. Project Document for Team A

MOE Records.

Drag files here to upload




What is available — the Home Page
When you get your new SharePoint site, most of the features you need to use will already be there. As you will see
from the left navigation menu, you have:

e Notebook

e  Documents

e  Department Reports
e Calendar

e Contacts

e Site Content

e Recycle Bin

These items are ready to use. To see what these look like, just select the quick link from the left navigation menu.
You will learn more about these features later.



What is an Apps or Site Content?

The apps or site content for SharePoint are a powerful, easy way to add functionality to a SharePoint site.
Understand how they work, how they are integrated with SharePoint sites, and how they are isolated from your site
content. For example, this is how you want to add an app to your SharePoint site.

Step 1 — Click on the settings button on the right corner dropdown

Step 2 — Click Add an App

o2

Office 365 settings s fBom O
Sites settings | - o :
Shared with.. i
Edit page
[ Add a page]

Add an app
Site contents

Change the look

Site settings

Getting started

Now you are open an App that you want to add on your left navigation menu.



Home # EDIT LINKS
H> Site Contents » Your Apps

Your Apps | Find an app 0 |

Apps You Can Add
Manage Licenses Noteworthy

Your Requests

S
SharePoint Store | . ‘ |

Document Library Custom List Tasks Site Mailbox
Popular built-in app Popular built-in app Popular built-in app Popular built-in app
App Details App Details App Details App Details

Apps you can add  Newest Name

Document Library Form Library

e

Wiki Page Library

Picture Library

Step 3 — Click an app that you wish for (example picture library). Pick a name and create.

-

Adding Picture Library *
Pick a name Mame:
You can add this app multiple times to your site, Give it a unique | Picturesl
name,
Advanced Options Create Cance
y _/
o]
haiel halel T

You have add an app to your site. But you haven’t finish yet, because you have to make your Pictures app appear
on the left navigation menu by clicking Ellipse.



What is Ellipse

Ellipse is option menu contain settings, about and remove.

Step 4 - You click on right corner of pictures app, then click settings.

Contacts

0 items
Medified 3 days ago

Calendar
0 items
‘ add an app Madified 5 days ago

Documents

Pictures

Department Reports

0 items
i Medified 4 days ago

MicroFeed

2 items
Madified 2 days age

@ ABOUT  REMOVE

—

IR P

Pictures

0 items
Madified 1 minute ago

2 itemns
Medified 5 days ago

2 items

Modified 2 years ago

Site Pages
r—q 2 items

Style Library
5 items

Step 5 - Once settings are open, click on List name, description and navigation.

Home # EDIT LINKS

Pictures » Settings

List Information

MName: Pictures
Web Address: https://techoneglobalorg.sharepaol
Description:

General Settings

[ o :List name, description and "Euigatiol'i ]

@ Wersioning settings

Step 6 - General settings will open. Click button yes and save to make your pictures app appear on left navigation
menu.



Home & EDIT LINKS

Settings » General Settings

Mame and Description
Mame:

Type a new name as you want it :
to appear in headings and links Pictures
throughout the site, Type

Quick Launch. Mote: it only
appears if Quick Launch is used
for navigation on your site,

Description:
descriptive text that will help site P
wvisitors use this picture library.
S
Mavigation
Specify whether a link to this 1] Display this picture library on the Quick Launch?
picture library appears in the @ VYes O No

Save

Cancel

Search for a document or file in SharePoint
You can search for any document or item in your site easily by its name or part of its name.

To Search the entire site:

Step 1 - Click on the search box, which is located at the top right of the page

Step 2 - Type in your search text to look for any content on the site containing this text

Step 3 - Press Enter or click on the magnifying glass 'o

This is example of the search results.




Home # EDIT LINKS

> Search

4 3\
Result type MOE v O
| J/
Excel } } - -
Results found in Team Site = Preference for results in English =
SharePoint Site
Team Site MOE Records. \
Mame Phone Mumber School Issues Date Solution Fizah Sekolah Menengah Hjh
Web page Mariam, Serasa Reinstall Software(Corrupted)/no product key/pc baruwindows7/8
25th May 2016 sury/wafi ...
techoneglobalorg.sharepoint.comy/sites/.../MOE Records. xlsx
Author
Echa Team Site
NA-23 MOE Records
techoneglobalorg.sharepoint.com/sites/contentTypeHub
System Account K /

SHOW MORE

Results found in Team Site »

Change the look

Settings which is you want to change the background or theme including the logo.

Step 1 — Click on the top right corner

Step 2 — Click change the look



0]

Office 365 settings ¥ FolLow O

Sites settings
Shared with...

Add a page
Add an app

Site contents

[ Change the Iook]

Site settings

Getting started

Step 3 - Change the look settings will appear. You can choose any theme or background that you wish for.

Site Settings » Change the look

. ’ [P . ) ]

) SHARE Yy FO!

Current Orange Sea Monster Green

Step 4 - Once you choose the theme or background. Now you can add any logo to the theme, also can change
colors, site layout and fonts. Then click Try it out.



D

@ Start over

CHANGE

REMOVE

Colors

Home # EDIT

First menu item

Second menu item
Third menu item

Menu iteam with 2
really long name

COMMAND

LINKS

NAVIGATION 1

PAGE TITLE

NAVIGATION 2

Welcome to the preview of your theme!

Site Settings » Change the look

First tam:  Sacond Mtan  Third tam

You are looking at an example of how the colors will be used in this
theme for your content. This is an example of a hyperlink. This is how a
visited hyperlink will look like. For text editing, you will have the

following 6 colors to play with:

Accent1 Accent 2 Accent3 A Acc Accent§
Example of a simple list:
Name Medified Status
First Document Title 10/2172011 Pending Review

Second Document Title

Third Document Title

Pending Review

Approved

Usar Name

Search text

Newsfeed
You can start a conversation with people in your organization by posting to the public newsfeed.

ice 365

BROWSE

s 3

Home

PAGE

Notebook
Documents
Site Contents

Recycle Bin

# EDIT LINKS

Sites

# EDIT LINKS

Team Site

Home

Get started with your site

<

Share your s

Working on a
deadline?

REMOVE THIS

Add lists,
other apps.

raries, and
What's your

Newsfeed

Your site. Your brand.

Documents

Start a conversation

‘ @ New

v 0

It's pretty quiet here. Invite more people to

the site, or start a conversation.

1 upload

Name

Drag files here to upload

Keep email in con

) SHARE Yy Fouow # Eom O

Search this site

- 0|




SharePoint Menus

Using the Ribbon

The Ribbon appears at the top of each SharePoint page when a particular Ribbon tab is clicked on. The Ribbon is a
menu containing a selection of tasks related to the selected tab. The Ribbon will be hidden from view when you click
on the browse tab.

Step 1 - Select the area you wish to work in from the left navigation menu. In this example a Document
Step 2 - On the ribbon at the top of the screen, click on the FILES tab

Step 3 - In the New group, click on New Folder

Step 4 - Rename the folder, and then you can upload any files document to the folder.

i Office365 | Sites

BROWSE' FILES ltamv ) SHARE  yy FOLLOW O

|j ﬁ Check Out Version History Send To Unpublish
CheckIn Shared With Manage Copies Approve/Reject
New

New Upload Ed View E Share  Alert Popularity Follow  Download a Workfiows Publish Tags &
Document . Documen| Folder | Document ©* piccard Check Out  Properties Properties - Delete Document Me. Trends Copy Go To Source Cancel Approva Notes
New Open & Check Qut Manage Share & Track Copies Workflows Tags and Notes
Home @ New " Upload S Syne v
Notebook -
All Documents ~ «= Find a file o
Documents
v D Name Modified Modified By

Site Contents

Recycle Bin
! Drag files here to upload

# EDITLINKS

Please note: The Ribbon tabs will change depending on what you have selected in SharePoint. In the example below,
from the left navigation menu, Calendar is clicked on and the Ribbon tabs now show EVENTS and CALENDAR.



Office 365 Sites

BRCIW54 EVENTS CALENDAR I
Home # EDIT LIMKS
= Calendar

1 June 2016 g

4 (=) Junel? -June 18 2016

S M T W T F
29 30 31 1 2 3 4 12 Sunday
5 6 7 8 9 10 11 Echa x

12|13 (14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 1 2 Add Person:

Teday is Monday, June 13, 2016

&EE

Viewing the calendar
You can change the view of the calendar from the default Month view to Day or Weekly view.

To change the view of the calendar:
1. In the left navigation menu, click Calendar

2. Click the CALENDAR tab

3. In the Scope group, click Day or Week Or Month

BROWSE EVENTS CALEMDAR

People Day Week Day Week Month Expand Cclar}se Calendars
- Group  Grou Al Al Overlay i

=T

Selector Scope Expand

| 4 g 1A | 4 |




Calendar

1. In the left navigation menu, click Calendar
2. Click the EVENTS tab

3. In the New group, click New Event

BROWSE EVENTS CALEMDAR

Version History
Event Permissions
WView Edit Attach Alert Workflows Approve/Reject
Event  Event Delete Eyent File e -
Manage Actions  Share & Track Workflows 1
1 June 2016 L4
4 (= Junel2 - June 18 2016

S M T W T F 5§
29 30 31 1 2 3 4
5 6 7_8 9 10 11 Echa x
12 13 14| 15|16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 1 2 Add Person:

12 Sunday 13 M

Taday is Wednesday, Junea 15, |
2016 &EE

4. Type in the relevant boxes the Event details

5. Click Save



@ Calendar - Calendar - Google Chrome

<« C @ https://techoneglobalorg.sharepoint.com/sites/contentTypeHub/_layouts/15/start.aspx#/Lists/Calendar/calendar.aspx

Office 365 Sites

BROWSE TS | CALENDAR

\:‘ Version History !
H Event Permissions G
New v Edit Attach Al
Event Nt < Delete Event & L
New Manage Actions _ Share &
4 3 .
) (% Junel2-Ju
S MT WTF S
293031 1 2 3 4 |
5 10 11 Echa X
12 17 18
19 24 25 |

Add Person:

Today is Wednesday, June 15,
2016

2
il
L]

FE] calendars in View

Home
Notebook
Documents
Recent
Department Reports

Calendar

EDIT
E B o, o Cut [ﬁ ABC
D Em Copy \/
Save  Cancel  Paste Attech  Spelling
Fle -
Commit Clipboard Actions  Spelling
Title ®
Location

startTime * [ g,15/2016 E2 [spm v o0 v

EndTime * [ 5,15/2016 B2 [opm |00 v

attendees * [ gchar

Enter users separated with semicalons. &EB
Free/Busy | 6/15/2016 oMy 2 (3 |4 |5, [6 |7, (89
All Attendees

Echa

Description

addina hasic HTMI farmatting

Click for heln Al

Q) SHARE Yy FOUOW [

17 Friday 18 Saturday

—

Library and Folder Structures

To create a library

Step -1 Click Settings 13"

Step 2 - Click Add an app from the drop down menu



I - B

Office 365 settings v FOLLOW
Sites settings I‘

Shared with...

Edit page

Add a page

[ Add an app ]

Site contents
Change the look
Site settings

Getting started

Step 3 - Click Document Library
Step 4 - Create a name for your library in the Adding Document Library dialogue box

Step 5 - Click Create



Office 365 Sites

) SHARE Yy FOLLOW [,

-

Home # EDIT LINKS
Site Contents » Your Apps

Your Apps Find an app L

Apps You Can Add

Manage Licenses Adding Document Library

Your Requests

| Pick a name Name:
SharePaint Store . You can add this app multipie times to your site. Give it a unique ‘ Department Reports| |

name.

Document Library
Popular built-in app
App Details

Appsyou can add  newest  Name

Document Library Form Library Wiki Page Library Picture Library
App Details App Details App Details App Details

You will now see your new library in the left hand side navigation menu. Noted that Apps and Library,
both are different.

Office 365 Sites

BROWSE | FILES LIBRARY |

> Home # EDCIT LIMEKS
Documents

Home (—B New 1 upload & sync

Notebook All Documents  =»- Find a file j o
Documents

Recent v D Mame Maodified Maodified
[ Department Reports ] MOE Records. ««« About an hour ago Echa
Calendar

Drag files here to upload
Site Contents

Recycle Bin




How to upload files in SharePoint

Step 1 - Click on the library or folder to upload the document to
Step 2 - Click on upload above the document list

=2 Office 365 Sites

BROWSE | FILES LIBRARY |

> Home & EDCIT LIMKS
Documents

Home (—B New 1 upload = Sync

Notebook All Documents =+ Find a file
Documents

Recent v [ name Maodified
Drepartment Reports MOE Records. =« About an
Calendar

Drag files here to uploa
Site Contents

Fecycle Bin

# EDIT LINKS

Step 3 - Click Choose File

Step 4 -Select the file or document to upload from Windows Explorer
Step 5 - Click Open

Step 6 - Click OK



Add 2 document

0 X I Choose Files | Mo ||E chosen

ke + Libraries » Documents » - Search Documents P ¥ Add a5 a new version to existing files

Organize g~ 0 @

Arrangeby:  Folder ¥
Includes: 4 locations geby

9 Favorites |% Documents library

.} Desktop

ﬁ Recent Places
[ Downloads My Documents (33)
C\Users\NA-23

|| O365contents =% CV PDF puf 1% Doc2 docx
|, Bluetooth Folder {4 Docl docx
Libraries E Custem Office Templates Polytechnic pptadsx Politeknik Excel.xlg
| B Documens || Office Pro Plus 01332 bit 5 DocS.docx Paliteknik.ss
T M 1% MOE Records.xlsx 0% Doct docx 05123
& Picturs {0% CV PDF.docx 0% Doc3.docx _ Security Fundame

B Videns 4 ] b
Filename: Sample.docx c lwEs

#& OneDrive - Tech
@ SharePoint

Your file or document will now be copied to SharePoint.

To see who has access to your documents

Step 1 - Open the document library or folder
Step 2 - Click N on in front of the chosen document or folder
Step 3 - Click SHARE on the top right hand corner



i Office 365 Sites

BROWSE | FILES  LIBRARY

Home # EDIT LINKS Search this site - p|
Documents

Home @ New 2 upload & syne (Y share  More v
Notebook

e Al Documents = | Findafile )
Documents x

Share 'Team Site’

Recent * O ame <

Department Reports .I MOE Records. # . 2% Shared with [ SharePoint Service Administrator and [ Company Administrator
Calendar .

i Drag files here to u Invite people |
iz Shared with
Recycle Bin
Include a personal message with this invitation (Optional).

# EDITLINKS

SHOW OPTIONS

Corce

You will now be able to scroll through the list of users and groups or users who can see the contents of the selected
folder.

6. Click Close to finish

How to restore a deleted file in SharePoint

Step 1 - Click Site Contents from the left navigation menu

Home
Motebook
Documents
Recent
Department Reports

Calendar

[ Site Contents ]

Recycle Bin

# EDIT LINKS

2. Click RECYCLE BIN located at the top right hand corner of the page



(4 SITE WORKFLOWS £ SETTINGS [ [E RECYCLE BIN (1) ]

Step 3 - Tick next to the document you wish to restore to its original position in SharePoint

Step 4 -Click Restore Selection and OK

Create a new document in SharePoint using Office Online

Step 1 - Open the library or folder where you wish to save the new document

Step 2 - Click + new

BROWSE | FILES LIBRARY |

> Docur

Notebaok All Documents

Documents

Recent v [ nam
Department Reports MO

Calendar

Site Contents

Recycle Bin

Create a new file

1™
% Word docurment

% Excel workbook

L

ﬁ PowerPoint presentation
i .

@; Onelote notebook

Mew folder

# EDIT LINKS

Step 3 - Click Word document to create a new document

A new word document will open in Office Online. Create your document using the usual Word functionality.




:q. Share

Document - Saved

Word Onling = Team Site

EDITIN WORD

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW

-3
Calibri (Body) 1l - A A A IZ-iT-EE oW . o n
© | (Bod) E Aoa = AaBbCc | AaBbCc  AaBDCi AaBbCe  AaBbee £ Fine
Paste I U ake x, x* 3%~ A~ ====}=- 3= Norma No Spacing Heading 1 Heading 2 Heading3 2D Replace
¥ Format Painter
Undo Clipboard Font Paragraph [ Styles - Editing

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commedo magna eros

quis urna.
Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin

pharetra nonummy pede. Mauris et orci.

To rename your new document using Office Online

Step 1 - In the title bar, click into the document name

WOI'd Online Team Site Document - Saved

EDITINWORD

FLE HOME  INSERT ~ PAGELAYOUT ~ REVIEW  VIEW Te

[

Giifled) <11 < A AR ErE-EEM N .
5 o . ’ aaBoCc | AadbCc AaBbCi AsBbCc  AaBbec
Paste B I Uaky ¥# A S ===-9% | Nomd | HoSpacng Hedrgl Hesdng?  Headngd

¥ Format Painter - S===E%
e i Styles 5

Undo Clipboarc Font




Word Online Team Site Project Document for Team A - Saved

FILE HOME INSERT PAGE LAYOUT REVIEW iant to do 4 EDIT IN WORD

EEN T sasbce | AesbCc AaBDC( AaBbCe  AaBbCe

Paste . B I U abe x, x* ¥~ A = === 1=- 3=- Norma No Spacing Heading 1 Heading Z Heading 3
¥ Format Painter

Undo Clipboard Font Paragraph ] Styles

[F]

K Find
‘3.%’; Replace

Editing

Step 2 - Type the document name

The document and its content is automatically saved to SharePoint.

To return to the team site:

In the title bar, click the site name

Word Online | Team site

HOME INSERT PAGE LAYOUT REVIEW VIEW  Tellmew
& S L - —_—

D Calibri (Body) - 11 - A A A =
Paste B I Q abe X, x° ab - &T =

¥ Format Painter

Clipboarc




Set an alert on a document or file

Step 1 - Click in front of the chosen document to select it
Step 2 - Click the FILES tab

Step 3 - In the Share & Track group, click Alert Me

Step 4 - Click Alert Me

BROWSE FILES LIBRARY

f Tﬂ Check Out Wersion History Send T
Check In Shared With Manag
MNew Upload MNew Edi View Edit Share | Alert |Popularity Follow Download a
Document » Document Folder  Document Discard Check Qut |~ Properties Properties Delete Document hig - rends Copy GoTo
Mew Open & Check Out Manage Share & Track Copies
Alert Me
Home (—B New 1 upload & sync i : : N
= P L Receive e-mail or mobile notifications
Motebook N i
All Documents === | Find a file o | when things change.
Documents
Recent D Name Meodified Maodified By
I -
Department Reports MOE Records. .= Monday at 9:06 PM Echa

To remove an alert:
Step 1 - Click the FILES tab

Step 2 - In the Share & Track group, click Alert Me
Step 3 - Click Manage My Alerts. You will see all your alerts listed

peHub/Shared%20Documents/Forms/Allltems.aspx?RootFolder=%2Fsites%2Fcon

History Send To Unpu
Nith Manage Copies Apprg
Share  Alert Popularity Follow Download a Workfiows Publish
ocument Me~  Trends Copy Go To Source Cance
Set alert on this document Copies Workflows
[ Manage My Alerts ]
v

5|




To create a contact:
Step 1 - In the left navigation menu, click Contacts

Step 2 - Click + new item

BROWSE ITEMS LIST

> Home # EDCIT LIMEKS
Contacts

Home (® new item jor edi

Notebook All contacts  =e» Find
Documents )

v W Last Mame First
Fecent

There are no items to sh
Department Reports

Calendar

Contacts

Step 3 - Fill out the contact form
Step 4 - Click Save

Office 365

BROWSE EDIT

E a .n.D o cut

Save  Cancel Paste

Department Reports

Sites

1] ABC
By Copy ﬁ V

Attach  Spelling
File -

Email Address

Calendar

Compan:
Contacts pany
Site Contents Job Title
Recycle gin Business Phone
# EDIT LINKS Home Phone

Mobile Number
Fax Number

Address

City

State/Province

« (& https://techoneglobalorg.sharepoint.com/sites/contentTypeHub/_layouts/15/start.aspx#/Lists/Contacts/NewForm.aspx?Source=https%3A%2F%2Ftechoneglobalorg ¥¢

€ Contacts - New Item - Google Chrome [= & | I

Commit Clipboard Actions | Spelling
Home

Last Name *
Notebook
Documents First Name
Recent Full Name

m | ]

) SHARE Yy FoLow [0,




What is OneDrive?

OneDrive (previously SkyDrive, Windows Live SkyDrive, and Windows Live Folders) is a file
hosting service that allows users to sync files and later access them from a web browser or
mobile device. Users can share files publicly or with their contacts; publicly shared files do not
require a Microsoft account to access them. OneDrive is included in the suite of online services
formerly known as Windows Live. Select OneDrive

SharePoint

OneNote

View all my apps



Create any document in OneDrive
A new word document will open in office online.
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Adding your files to OneDrive

There are a few different ways to put your existing files on OneDrive. First, decide if you want
to keep the original files on your PC and put copies of them on OneDrive, or if you want to cut
and move them from your PC to OneDrive.

Step 1

On the Start screen, tap or click OneDrive to open the OneDrive app.

LN

3

Help + Tips OneDrive Health & Fitness

| -
A /

1 § ;) ' 4
A . ! v
# e Ao
EI Innovative ways to teach computers
to kids




Step 2

Tap or click folders to browse to the location on OneDrive where you want to add the files.

OneDrive~

Pictures

Camera Roll

Public

Step 3

Swipe in from the top or bottom edge of the screen or right-click to open the app commands,
and then tap or click Add files.

® ® @&

Select all Mew folder Add files

N

Step 4

Browse to the files you want to upload, tap or click to select them, and then tap or click Copy to
OneDrive.
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To move file to OneDrive using the OneDrive app
When you move files, you're removing them from your PC and adding them to OneDrive. Tap or
click the arrow next to OneDrive and choose This PC.

1. Browse to the files you want to move, and then swipe down on them or right-click them
to select them.
2. Click the file and drag the file to OneDrive documents folders.
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To save files to OneDrive from a desktop app

When you're using a desktop app like Microsoft Office Word or Paint, you can also save files
directly to OneDrive. Click Save in the app you’re using, and then tap or click OneDrive in the
left pane.

Choose the documents folder on OneDrive

All files are up to date.

OneDrive~ @ ®

Documents
6/20/2016




Choose any file you want to apen

All files are up to date.
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In the afternoon | and technical team set up the class for the training Digital literacy certification
program for civil servant.

We formatting the pc change the operating system to windows 7 and install the Microsoft office 2010.

14 august

For Friday | didn't have a lot of work to do just helping the technical team format pc change the
operating system to windows 8 for office use.

~ 17 august
The training Digital literacy certification program started on 17 august
My supervisor assigned me as an assistant trainer for Digital literacy certification program training.

I help the student to do a basic things about the computer.
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Save the files to OneDrive

13 sugust - Ward
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Saving to OneDrive automatically

On most PCs, OneDrive is the recommended location that appears when you save Microsoft
Office files (like Word docs and Excel worksheets), PDFs, and other documents. And, if your PC
has a built-in camera, you can automatically save copies of the photos you take directly

to OneDrive so you’ll always have a backup. To make sure your PC is set up to save
automatically, check your OneDrive settings.

Go to charms bar, and click the change PC settings.
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For documents, tap or click OneDrive, and then turn on save documents to OneDrive by
default.

(© OneDrive OneDirive storage

29.7 GB available of 30.0 GB

File storage

Buy more storage
Camera roll

When you save files to OneDrive, you can get to them from any device, even if something

Syne settings happens to this PC.

Metered connections Save documents to OneDrive by default

On |

See my files on OneDrive

For photos, tap or click Camera roll, and then choose Upload photos at good quality, or for
higher resolution copies, choose Upload photos at best quality.



(© OneDrive Upload photos and videos

If you automatically upload photos and videas from yaur camera roll folder to OneDrive, you
can get to them fram any device. Higher quality photos will take up more space on your
OneDrive.

File storage

Camera roll Don't upload photos

Sy @ Upload photos at good quality

. Upload photos at best quality
Metered connections

Automatically upload videos to OneDrive

On |

Getting to your files from anywhere

When your files are in OneDrive, you can get to them from any device, even if something
happens to your PC. You can go to the OneDrive website. Or you can use one of the mobile
apps for Android, iOS, or Windows Phone.

Getting to files when you’re offline

You can browse all your files in OneDrive even when you're not connected to the Internet. If
you also want to open and edit files when you don't have an Internet connection, you need to
make those files available offline. You can use the OneDrive app or File Explorer to make files
available offline.

To make files available offline using file explorer

Wipe down or right-click the file or folder to select it, and then tap or click Make offline. If
you're worried about using too much space on your PC, make fewer files available offline, or if
there are files you don’t need to use when you’re offline anymore, change them back to online-
only.

Press and hold or right-click the file, and then choose Make available offline. To make your
entire OneDrive available offline, press and hold or right-click OneDrive in the left pane, and
then choose Make available offline.
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Sharing files
Sharing files using OneDrive is much simpler than setting up file sharing on a home network,

and much more organized and efficient than sending files in email or carrying them around on a
USB flash drive.

To share files and folders
Choose any folder and document do you want to share



OneDrive~
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Choose any document do you want to share.
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All files are up to date.
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After you choose the document you want to share, click the share button.

Al files are up to date.
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After you select the file using right click you can share the file and click the invite people.

All files are up to date
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Invite people to "13 august”

An email will be sent to the following people with a link to the item

| Ema\'l addresses

Add people

Add a quick note

Recipients can edit files

fose

This is the POP-UP after you click share button invite people, inside the POP-UP you can fill in
the box with email address you want to share and you can add in a quick notes.

All files are up to date.
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Click the button share if you want to share the link to other people.



This is the POP-UP after you click share button get a link, in the get a link they are three modes
it is view only, edit and public only.

Get a link to "13 august”

A link will be saved to your Clipboard so you can paste it or share it with anather
app. Anyone with this link can view 13 august”

| View only v

Create link




Upload files and Folders
Upload the file using OneDrive in office 365, they are two type you can upload to OneDrive it is

files and folders.
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After you click upload the files, you can choose any document you want to upload.
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After you choose the document you want to upload, click open button to upload the file to
OneDrive.



After you finish the upload files, you can see the files in OneDrive and you can access the file

Laman Utama | Berita Har % | # Files - OneDrive

-

€ - C |3 https://techiglobal-my.sharepoint.com/personal/hafiiz_techoneglobal_com/_layouts/15/onedrive.aspx ks
Odfice 365 OneDrive « ?
£ search @ Newv 2 Upload v & Sync ¥sonv ™M@
~ Hafiiz Aji Files
Files
v t Name Modified Modified By File Size Sharing
Recent
mll Email attachments =es June 11,2015 Hafiiz Aji & Only you
Shared with me
— ES Shared with Everyone «s+ January 20, 2014 Hafiiz Aji 28 Shared
Recycle bin A% Bookxlsx «s+ February 12, 2015 Hafiiz Aji 14.8K8 & Only you
~ Groups + BookT.xlsx January 19 Hafiz Aji 5.58 KB 25 Wafi Khairizan and 2 m
o FutsalGroup certificate.pdf A few szconds ago Hafiiz Aji 1.86 MB & Onlyyou
o Learning Team Document.docx «e+ February 12,2015 Hafiiz Aji 2168 & Only you
Document1.doex «++ November 24, 2015 Hafiiz Aji 237K & Onlyyou
Document2.docx we+ January 19 Hafiiz Aji 144 K8 & Only you
Document3.docx e May 15 Hafiz Aji 144 K8 & Onlyyou
Document4.docx e 5daysago Hafiz Aji 144 KB & Onlyyou
Document5.docx s+ Yesterday at 3:24 PM Hafiiz Aji 144K & Only you
Get the OneDrive apps Documenté.docx e Vesterdayst@26PM  RafizAji 144K8 & Onlyyou
Return to classic OneDrive .
https://techl global-my.sharepoint.com/personal/hafiiz_techoneglobal_com/Documents/certificate paif About an hour ago Hafiiz Aji 144k8 & Only you -




B} Laman Utama | Berita Har % /' & Files - OneDrive x \ - a

€ - C |3 https://techiglobal-my.sharepoint.com/personal/hafiiz_techoneglobal_com/_layouts/15/onedrive.aspx w O =

Odfice 365 OneDrive

P Search @ Newv | & Upload v & Sync Tsotv M @

L . Files
~ Hafiiz Aji F”es %
. Folder Browse For Folder
Files I
v t Elect Folder to Upload Modified By File Size Sharing
Recent
mll Email attachments Hafiiz Aji & Only you
Shared with me T O3scoments ~
Discoer E§ Shared with Everyone b0 Ppet Hafiiz Aji 2t Shared
. L Ppt2 .
Recycle bin Qi Bookxlsx 1 1L SAP LAST ASSIGNMENT Hafiiz Aji 148 K8 & Onlyyou
~ Groups + 5 Booki.xlsx Ji Star.Wars.Episode.Vil.The Force.Awakens.2015.8R Hafiiz Aji S58KE & Wafi Khairizan and 2m
p b [J} TelBru Fortigate Tender v
o FutsalGroup ] certificate.pdf > Hafiiz Aji 1.86 MB & Onlyyou
o Learning Team Document.docx der: | O365contents | Hafiiz Aj 216K8 & Only you
Document1.docx Make New Folder oK Cancel Hafiiz Aji 237K8 & Onlyyou
— L
Document2.docx we+ January 19 Hafiiz Aji 144 K8 & Only you
Document3.docx e May 13 Hafiiz Aji 144K8 & Onlyyou
Documentd.docx o+ Sdaysage Hafiiz Aji 144K8 & Onlyyou
Document5.docx s+ Yesterday at 3:24 PM Hafiiz Aji 144K & Only you
Get the OneDrive apps Documenté.docx e Vesterdayst@26PM  RafizAji 144K8 & Onlyyou
Return to classic OneDrive
Document?.docx **+ About an hour ago Hafiiz Aji 144 K8 & Only you -

Upload folders using OneDrive, click upload button and choose folder and then will appear the
box with folder and choose the folder you want to upload.
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After you choose the folders you want to upload, the folders will appear in OneDrive
after you upload.



