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https://www.microsoft.com/en-us/microsoft-365/onedrive/online-cloud-storage
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OneDrive cloud storage service provides numerous features and advantages,

including:
@ Cloud storage space up to 100 GB U? Secure and easy file storage and sharing
— Ability to synchronize files with the hard ”:\\ Ability to edit Microsoft Office files online

drive of your computer

@ Flexibility in granting file-sharing permissions D Easy access to your documents, files, and
to ensure privacy and confidentiality photos online from your electronic devices

Service Users
University members, including:

Students
Faculty members

Employees
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Login to OneDrive:

1 ¢ From the taskbar or Start menu on your desktop, open the OneDrive program

2 ¢ Click on Sign in

3 « Enter your university email Click Sign in
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L, » Choose the location of your OneDrive folder or keep it at the default location

Click Next

1]

*OneDrive folder for synchronizing files between your computer and your accounts cloud storage

5 ¢ Select the folders you wantto backup  Click Start backup

After that, the files will be backed up on OneDrive. It may take some time to

upload all the files.
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Uploading Files to OneDrive:

1 ¢ Click on the following QR to access the Onedrive.com website

Login with your university email

2 ¢ Click on Add New
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L » Select the file or folder you want to upload, and then you will find the files

uploaded to the OneDrive folder on all your devices
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https://www.microsoft.com/en-us/microsoft-365/onedrive/online-cloud-storage

Sharing Files Using OneDrive:

1 « Select the file you want to share, then right-click and choose Share

1 ¢ Add the name or university email of the users you want to share the file with

them. Select the appropriate access permissions (view only or editing permission)

Click Invite

*Files can be shared with anyone by sharing the link by clicking on Copy Link
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