Guide 3 - OneDrive
1. OneDrive on the
web
2. OneDrive in the
Office apps
3. OneDrive on
your iPad

Microsoft Office 365 is the new messaging and storage solution for the City of Edinburgh
educational establishments. Office 365 is a cloud based suite of tools which allows collaboration
and provides a considerable increase in storage space.
Office 365 has many features.
Available now - Outlook, Calendar, OneDrive, Office Online, Skype for Business, SharePoint,
Forms

1. OneDrive on the Web
As part of Office 365, every user has a file storage area in the cloud called OneDrive. You can access
OneDrive on a range of devices using a web browser, you may need to log in if you are not on a school
computer. (http://office365.edin.org)

Click on the App Launcher
and choose OneDrive

You can now see files and folders that are stored in your OneDrive.

You can upload documents by dragging and dropping files or by clicking on the Upload button and
selecting the file or folder.

To Share a file or folder with another user tick the circle next to the filename and then click Share.

You can now type in the names of users you want to share the file or folder with. If there are
multiple users with the same name then it can be useful to use a payroll number or an SCN number
when searching for a user.

Clicking on the blue writing gives you the option to change someone’s rights from editing to viewing
only.

You can check who a document is shared with and change their rights by clicking the circle next to a
filename then clicking on the information button in the top right. This also allows you to see a
version history for the file.

View version history

Share with more users

Use the dropdown menu to edit
rights

You can access files that have been shared with you by clicking on Shared With Me in the menu on
the left of the screen.

If you tick to select files, you will then get the option on the top of the screen to ‘Remove from
Shared List’.

You can also do this by right-clicking on a file or folder.

Removing a file or folder from the ‘Shared with Me’ does not delete it, you will still have access to it
if you type the file name into the Search.

It is now possible to copy files from OneDrive to a document library on SharePoint.
Select a file or folder in your OneDrive and you will have a new option to Copy To…

It will now give you the option to copy to a different location in your OneDrive or to a location on
SharePoint. Click on Browse Sites to see the sites that you follow.

Click on the site and then choose the library that you want to copy the file to.

2. OneDrive in the Office apps
You can now access files from your OneDrive in Word, PowerPoint, Excel and OneNote even if your
OneDrive isn’t synced.
Click on File and Open then Choose OneDrive – The City of Edinburgh Council from the options.

You can then work on the document and when you click on save it will update the item in OneDrive.
The save icon will show that it is syncing rather than saving to the computer.

3. OneDrive on Your iPad (staff & pupils)

You can access your Office 365 OneDrive files on your iPad using the
OneDrive app, which available free to download.

You will need to sign into the OneDrive app the first time you open it.
For staff: your username is payrollnumber@ea.edin.sch.uk, eg 9034568@ea.edin.sch.uk
For pupils: your username is SCN@ea.edin.sch.uk, eg 062755164@ea.edin.sch.uk

On the next screen log into 365 with the same credentials that you use to log into a school Desktop or
Laptop.

You can now see all of your files and folders, you have the option of opening them in the Office apps on
your iPad.

You can tap on the + sign to upload documents or to create new files or folders.

Tap and hold a filename to get options to export, share, delete or move a file.
Move into a folder

Delete

Export or share

You can also access files and folders that have been shared with you, by tapping on the Shared option at
the bottom of the screen.

Using Office 365 on personal devices
To ensure your data is kept secure, please adhere to the following practices if accessing Office 365 on a
personal device, eg. smartphone, personal iPad/tablet or home desktop/laptop:
•
•
•
•
•

Always control access to you device with a secure password or passcode
Access Office 365 via the web (http://office365.edin.org) using a recommended browser
Turn off Password Saving for your browser - Explorer, Safari, Firefox, Chrome
Ensure that you log out and/or quit your browser when you have stopped working in Office 365,
especially if you share your device with other users
Ensure that you lock/log off your device when not in use

Find our helpsheets on the Orb:
http://tinyurl.com/edi365docs

…..and additional resources on our website:
http://digitallearningteam.org/microsoft/office365/
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