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Welcome to OneDrive — City of Seattle!

OneDrive- City of Seattle is YOUR personal and private library to store and organize your work documents.
Think of OneDrive- City of Seattle as a “Cloud Cousin” of your Home Drive.

The work-related files and folders you store in OneDrive- City of Seattle are private —just like your Home Drive.
You alone can see or access them — unless you decide to share them.

You can easily share files with specified co-workers so you can collaborate on projects and you may even be
able to share with partners outside the City if your department allows.

The great advantages to storing your private work documents in OneDrive- City of Seattle are:
e You can access your files from multiple City-approved devices, not just your work PC.
e You can share a document with a coworker and collaborate on the document together in real time.
e Documents stored in the Cloud are more secure than on your network drives.

LOGIN TO ONEDRIVE- CITY OF SEATTLE

1. Click your Browser and type in http://mysite.seattle.gov in the Address field. Hit Enter.

2. The Office 365 User Access Portal opens - your hub to all Office 365 apps.
= | Office 365 @) City of Seattle

Collaborate with Office Online

Install Office on more devices «—{Please contact your Service
Desk for information

Let's get stuff
done.

3.
_» APP LAUNCHER: Click to navigate between Applications —> SETTINGS: Change Themes, etc.
= @
Two -
ways to o
navigate St contens
between e
sites and HELP BUTTON: Click to search for answers to questions — YOUR PROFILE PAGE
apps
pp i Anton, loanne
3]
- EoEN
—>  COLLABORATE Click to access Sites and Apps

Collaborate with Office Onli - - -
[E]:Gellabntzte witt e Clils: Click here for details or if

printed, go to end of document



https://support.office.com/en-US/Article/share-files-1fe37332-0f9a-4719-970e-d2578da4941c
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4. Click the OneDrive Tile.

Collaborate with Office Online

5. Your Document Library opens. Below is a partial view of a Document Library.
1] 2] e e 6 0
Office 365 | OneDrive 3 City of Seattle

CreDrve @ City of Seatthe

Documents
Wislcome 10 your Oneleive lor Buoneds, the place o slone, tyec, and share your worl Documenis. an prevate unil thaned. Leam mons beee.  Divmis
@% b o up‘tlg’ad e ‘E?nc 4 @ F @1- e @r ]
o O sare Mo fed Lharg Mot By Date
4] Arton, joarne @ City of Seattle - Mowember 18, 2014 @ Only you B Arton, kanne
Cataboy of Gusiches arad Tip Sheets e OCRODa 3, 2004 [} Oy ol B Ardon, loanne
Charter ses  DcRODE FT, 2004 @ only you W &nfion, joanne
Communcations ses  CCRODE 21, 2004 B ony you W frton, Joanne
Crivigaal Lample awe  Omoiad M, 2014 B Oy yeu B ASIEn, Madni
Cnelee Trairing Docaments aea XRSEeOL 2004 b only yeu B Aebon, Joanne

Components of your OneDrive- City of Seattle Document Library:

Menu Button: Access links to Sites & Apps. 12. New: Create new file or folder
Office365: Takes you to User Portal 13. Upload: Transfer data from local drive to the
Site Link: Links to sites that you follow or create. It Cloud
also provides links to suggested sites based on a 14. Sync: Creates a new version of the document
compilation of search results. on the current machine that is updated with
4. Settings: Change Themes, Colors, etc. any changes from the Cloud or other synced
5. Help: Click to search for answers to questions. locations.
6. About Me: Your Profile 15. Edit: Revise a selected document.
7. Browse: Current view — you can browse for 16. Manage: A menu of actions and commands
documents like View or Edit Properties, Download a
8. Files: Toolbar for additional settings Copy, Share with or Follow, Delete to name

a few. Active once a document or folder has

Library: Toolbar for additional settings
been selected

10. Search: Ability to search for people, documents,

. . 17. Share: Share a selected document with one
videos, sites etc.

or more people and grant Edit or View

11. Quick Launch: Links to navigate between the .
privileges.

current features on the site.

a. Documents: Link to files and folders
Recent: Recent items added to site
Shared with me: Iltems shared by others
Followed: Items others are following
Site Folders: List of folders

=0 a0 T

Recycle Bin: Deleted items
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@ City of Seattle

DOCUMENTS

Documents are contained in a Document Library. OneDrive- City of Seattle is YOUR personal storage area for
City of Seattle documents. As stated on page 1, the “Cloud Cousin” of your network Home Drive.

OneDrive comes with a built-in folder called Shared with Everyone. | ¥ st wihienoee | 1f you upload a document
here, it will be visible to all staff with Office 365 in the City of Seattle. Be mindful where you upload your documents!

Upload a Document

1. Click Upload.

OneDrive @ City of Seattle

Documents

Welcome to your OneDrive for B

IMPORTANT TO KNOW ABOUT UPLOAD!

¢ You can upload ONLY individual documents NOT
folders from your network drives.
¢ Recreate your network folders and then upload

@new |1 upload . R
R documents to the new OneDrive- City of Seattle
folders.
2. Click Browse and select a file. Click OK. Click Save.
Add a document X Documents - Training Requirements Grid V01.docx X
Chogse 3 fila GAEIT\O365 Program Work Area\Training\Joar i““ErOW;g - o X ox
Upload files using Windows mm E‘J 9 - h Ceny ?i
[¥]Add &s a new version to existing files o
The document was uploaded successully. Use this form to update the properties of the

Version Comments

coneel

document

3. The File is successfully uploaded. New Files are marked with a Green Asterisk/Star.

v O Name
CneDrive Training Documents
Project Plan

SharePoint Training Documents

Draft Glossary

L=
(Mg

Sample Office Mobile

1<)
e

Sign In Sheet

£
[MTeg

£
[MTeg

Training Requirements Grid V01 3

Modified

12 minutes ago

13 minutes ago

12 minutes ago
September 18
September 25
Tuesday at 3:37 AM

About a minute ago

Sharing Medified By

a8 Anton, Joanne
a8 Anton, Joanne
a8 Anton, Joanne
- Anton, Joanne

Anton, Joanne
Anton, Joanne

Anton, Joanne

9/12/2014
9/25/2014
9/29/2014

10/3/2014

4. Click - Hold — and Drag to move into a Folder.

Document now in Project Plan Folder.

CneDrive Training Documents

SharePoint Training Document

L Draft Glossary
% Sample Office Mobile

L SignInSheet

S| Training Requirements Grid V01 3

12 minutes 20 Documents »[Project Plan
N
?%D Move 2 minutes ago Welcome to your OneDrive for Business, the place to store, sync, and sha
e September 18
September 25 ®@new 2 upload & sync
Tuesday at 9:37 AM v [ Name \iadified
GRS MR EEE | @ Training Requirements Grid vo1 % J| --- 15 minutes ago
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Share a Document

1. Click the Ellipsis to the right of the document name to open a Thumbnail. Click Share at the bottom.

OneDrive @ City of Seattle

OneNote Quick Start Guide.pdf

‘ Welcome to your OneDrive for Business, the place to stot
OneNote 2013 € Offce

6—) New 7 upload & s Y share

v [ Name ]

-] Comerstone e 0
7] General Documents and Folders PER |
£ Weekly Reports . f
Documentation Notes Toolkit o t
DOIT Users Outline - With Adtiviies - | | DB PAGELOFS g- =
History of Changed by you on 5/20/2015 12:25 PM
K OneNote Quick Start Guide Only shared with you

: anton_se

OPEN ISHAR;.}"J I FOLLOW

Documents .

2. Click Invite People, start entering last name (SharePoint Online will find), give Edit or View rights, and click Save.

Share 'OneNote Quick Start Guide'

8  Only shared with you

I Invite people I .
Remington-C, Chris-c x
Get a link

Shared with

Include a personal message with this invitation (Optional).

M Require sign-in

SHOW OPTIONS

-

Click Show Options:

y N

Share Cancel

HIDE QPTIONS

Send an email invitation

3. Toview who you’ve Shared with, click the Ellipsis next to the document name. To Share with more

people, click the Share at the bottom.

OneDrive @ City of Seattle Trainin

Documents » Project F

equirements Grid VO1.docx

Welcome to your OneDrive for Business, the place to sta

®new 2 upload
v D Name

@5 Training Requirements Grid V01 3

gsync

0F PAGELOF1

Changed by you on 10/3/2014 %:48 AM

Ishared with B Remington-C, Chris-c I

EDIT J§ SHARE ] FOLLOW

https://seattlegov-my.sharepoint.com/personal/joanne_anton_se: %

y 3
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View a Document

You can View a Document in WORD ONLINE or in “FULL” WORD. What is the difference?

o WORD ONLINE is a “lightweight” version of Word that gives you the ability to create documents and edit
documents with very basic editing features. The document opens as Read Only until you select Edit
Document (see below). You can format, create tables, insert pictures, header or footers, and adjust
margins and spacing. For a deeper dive into more advanced functions such as Table of Contents, you

need to open “full” Word.
Some great perks to WORD ONLINE are:
= Co-Authoring: You and your team can work on a document together in real time, view each

other’s edits and make comments as you go along.

= Saves Automatically: Office Online applications save automatically. When finished, click the

Back Arrow | to return to the Homepage.

e FULL WORD is the version in Microsoft Word installed on your computer.

View and Edit in Word Online:

v D Name Medified Sharing Modified By Date
1. Click the document name. v TraimngRegu\rement%frid\ml* s Aboutanhourage 3% Anton, Joanne 10/3/2014

2. Document opens in Word Online.

Training Requirements Grid V0L

d Onling  Anton, loanne

HLE EDIT DOCUMENT - PRINT SHARE FIND COMMENTS

Training & Portal Requirements Matrix
it | Area Requirement Priorty |
1 | Portal The portal q 1] per support I M
Design overtime, [Could itleverageSharePoint )

ma V\f(][’d On“ne | Mayor Murray's Office

3. From here you can choose to edit the document in “full” Word e |FOMDOSUMENTY| PRINT SHaRE
. . Edit in Word
orin Word Onllne' @ Use the full functionality of Microsos

Word.

@ Edit in Werd Online
Make quick changes right here in

our browser.

4. NOTE Home Tab Ribbon Options in Word Online:

ma Word On”ne | Anton, Joanne Training Requirements Grid V01
FILE | HOME | INSERT PAGE LAYOUT REVIEW VIEW |Te]ImE what you want to do Qﬁ“ OPEN IN WORD
L PO =L i L = a=
ibr . . 2 - . T -
o | [ %o KawlEEes paocc | paboce AGBDCC assbce  maspce | | #0F
© | Paste Eycopy | B I U sk ox, x° W~ A- l%‘ ===1= lE e Nermal NoSpacing  Headingl  Heading2  Hesding3 | _|| 3 Replace
Unda {ipboard Font Paragraph Styles Editing
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View or Edit in Word ‘
8 Word Online | Aston, oanne
1. Click EDIT DOCUMENT and then click EDIT IN WORD FLE EEEREM  PFINT  SHARE FIND
to open Word on your computer. v S
e

@ Edit in Word Online
Make quick changes right here in

your browser.

2. The document opens in “full” Word on your computer.

Edit a Document and Download a Copy or PDF

1. Follow the same steps as View in Word Online or View in Word.

2. HOTTIP! If you Edit in Word Online, you don’t need to Save. Click File > Save As to see that OneDrive-
City of Seattle is saving the document automatically.

© Save As

Where's the Save Button?

Info.
There's no Save button because we're automatically saving your decument.
New "

Open

Download a Copy
Save As S a‘ This document saves to the cloud. Click here to save a copy to your computer.

Print

Download as PDF
[e31

Share
EE= Download a copy of this document to your computer as a PDF file,
Help A

3. HOTTIP! You can Download a Copy or as PDF from here.

More Actions

1. Click both Ellipses. The More Actions gives you these options: e=—> vi ]
lew Properties

) . ) Edit Properties
OneDrive for Business Training Requirements Grid VO1.docx x P
Documents » Project F View in Browser
Welcome to your OneDrive for Business, the place to sta : _— Edit in Browser
®new 2 upload &sync 3 Check Out
v O Name ]

Version History

Training Requirements Grid VO1 #

Workflows

0 PAGE1OF1 B~ =

Download a Copy
Changed by you on 10/3/2014 1:21 PM

Shared with Bl Remington-C, Chris-c

Follow
https://seattlegov-my.sharepoint.com/personal/joanne_anton_se: %
Shared With
EDIT SHARE FOLLOW =
) i Delete

Page |6
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Versioning

Versioning tracks and manages information in a document as it is changed and edited. This is especially useful if
multiple people are working on the same document. Versioning allows you to view and recover earlier versions.

1. Click the Ellipsis next to the Modified column. Click the More Actions Ellipsis.

[About a minute ago

OneDrive for Business

Documents » Project F

Training Requirements Grid VO1.docx

Welcome to your OneDrive for Business, the place to stq

@new 2 upload & sync 3

v [ Neme |

Training Requirements Grid V01 3¢

[E rAGElOF1 B- =
Changed by you on 10/3/2014 1:21 PM
Shared with Bl Remington-C, Chris-c

https://seattlegov-my.sharepoint.com/personal/joanne_anton_sei %

EDIT SHARE FOLLOW ‘

More actions

View Properties

1. Click Version History in the More Actions list. e=————>p
Edit Properties

View in Browser

2. View Version History

Edit in Browser

Version History X Check Out
Version History
No. b Modified Modified By Size Comments Workflows
20 : 26.6 KB
10/372014 1.21 PM @ Anton, Joanne Download a Copy
10 107372014 9:48 AM O Anton, Joanne 27.3 KB
Date 10/3/2014 Follow
Shared With
Delete
Documents Create a new file x

Add a Folder

1. Click New.

N
Word document

b,
Excel workbook
PowerPoint presentation

@i OneNote notebook

2. Cllck New F0|der. \ Excel survey
1 7 New folder %

Create a new folder

3. Enter the folder name [ riame [his is @ New Folder | |

and click save. [ s |

Page |7
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Search

1. Find the Search field at the top left of the screen.

OneDrive

OneDrive @ City of Seattle

Documents

cmmrrb Fioe e
A search OneDrive

Documents

2. Inthis case, the Search is, “What is OneDrive- City of Seattle." Note
that only the words “what is” were entered and the Search feature
found multiple documents with this little bit of information.

3. The system will Search both OneDrive and SharePoint Online.

Quick Access/Navigation Links

The Quick Access/Navigation Links are located on the left side if the screen:

BROWSE | FILES  LIBRARY
OneDrive @ City of Seattle

B What is OneDrive for Business.docx

Py Anton, Joanne e
BRl cdified 4 days ago &J

B What is Office 365.docx

programmanagementteam P .. » Portal Content P
What is Office 365

@ What is OneDrive for Business.docx

My Documents » OneDrive Training Decuments

[ )
e Documents: List of stored files and folders
Documents
Shared with me e Shared with me: List of files and folders someone shared with you
Followed e Followed: Documents you're following
Site folders e Site Folders: Contains shortcuts to document libraries from Sites you follow
Reaydalan e Recycle Bin: Stores deleted items for 90 days or until emptied
About Me/My Settings anton, soarne []
Anton, Joanne
joanne.anton@seattle.gov
1. Click the down arrow next to your name on near the top right of the screen
and click About Me. About me
Sign out
d|t your profile My Settings
k' 206-684-7931

Email Joanne.Anton@seattle.gov

Page |8
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2. Click the blue pen icon to view or edit your profile.

3. At the Edit Details, add any information you're Edit Details
comfortable sharing in the About Me and Ask Me
About fields. Click Save all and close when finished. | Pesc!nformation Contactinformation - Detalls - N
Name Antan, boanne Everyone
Work phane 206-684-7931 Everyone
Department om Everyone
Love teaching people how to use comiputers and writing Everyone
. . reference materials that are clear and easy to follow.
4. The text you entered in About Me will ;
. . Frovide a personal description expressing what you would ke others to know
appear under Edit Profile. sty
Picture Bl [t | [[romon | Fueryone
@ edit your profile ‘
Phone 206-684-7931 Uplkaad a picture to help others easily recognize you at mestings and events.
Email Joanne.Anton@seattle.gov |Ask Me About I .!![ e 265% Ewveryone
Update your “Ask Me About” with topics you can help people with, such as
your responsibilities o areas of expenise.
—
| Save all and dose. | Canced and go back |

About Anton, Joanne

Love teaching people how to use computers and writing
reference materials that are clear and easy to follow.

5. Click My Settings to for a
comprehensive view of
your settings.

Anton, Joanne

About me

Sign out

My Settings )

Office 365, Office 365

OneDrive- City of Seattle Toolbars

Files

Click the Tabs to view Toolbars.

The Files Toolbar gives you quick access to tools that help you manage your document.

BROWSE | FILES |I LIBRARY |
:j ﬂrij — © Check Qut Version History Bt | Send To _ Unpublish
[ CheckIn Shared With . Manage Copies |1 Approve/Reject
New Upload New Edit _ View Edit Share Alert  Follow Download a Workflows Publish Tags &
Document» Document Folder | Document . Discard Check Out Properties Properties Delete Document Me - Copy Go To Source | Cancel Approval Notes
New Open & Check Out Manage Share & Track Copies Woarkflows Tags and Notes

Page |9
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Library

The Library Toolbar gives you quick access to end user actions, like emailing a link, connecting to Outlook, and
opening with Explorer, plus actions available to Site Leaders and Site Collection Managers.

BROWSE ‘ FILESI LIBRARY I

@ Iﬂ Modify View . Current View: g '—T"j E% = I3 Export to Excel =

IR
[ Create Column | Ay - 52 Open with Explarer =4
View Qui_ck Create

HiE w8 &

Tags & E-maila Alert RSS Sync  Connectto Connect io Form Web  Edit  MNew Quick = Library Shared Worlkdlow
it View Navigate Up Current Page Notes Link Me + Feed Qutlook Office » Parts~  Library Step Settings  With  Settings »
View Format Manage Views Tags and Notes Share & Track Connect & Expart Customize Library Settings
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