Tutorial Guide for Sharing and Receiving Files on Microsoft 365 OneDrive

Accessing OneDrive

Step 1: Go to https://login.microsoftonline.com and enter your CUNYFirst username. The site will
redirect to CUNY Web Applications Login page

B® Microsoft

B Microsoft

Sign in

Taking you to your

Email, phone, or Skype organization's sign-in page

No account? Create one!
Cancel

Can’t access your account?

Sign-in options

Step 2: Login again using your CUNYFirst credentials

5

Web Applications Login

If you are logging into a University cloud service offering, such as
Dropbox or Microsoft Office 365 for Education, you agree to abide by
the terms in the CUNY Acceptable Use of University Data in the Cloud
policy.

Log in with your CUNY Login credentials:

Username
Password

> Forgot Password > New User
> Forgot Username > Manage your Account

PROTECT YOUR PERSONAL INFORMATION AND PRIVACY

ONLY enter your CUNY Login password on CUNY Login websites
(ssologin.cuny.edu and login.cuny.edu). NEVER share it with others or
enter your CUNY Login password elsewhere without the approval of
your campus IT department. More information on CUNY’s policies
regarding user accounts and credentials can be found in the
Acceptable Use of Computer Resources Policy.
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Step 3: Click on OneDrive
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To share a file

Step 4: At the top of the screen, click on the three dots and select Upload > Files
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Step 5: Choose your video from your album and upload
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Files

D Name

Notebooks

Practice Office 365

Take Photo or Video (O]

Photo Library [

Browse
Cancel

Step 6: Optional: You can check the progress bar through clicking on the circular arrows
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Step 7: Once your file is in your OneDrive, hover your mouse over the file and click on the three dots >
Share or Click on the arrow
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Step 8: CRITICAL! MUST CHANGE from “Anyone with this link can edit” = Change to “Specific
People” - Apply

. e ><
Send Link . . X
Link settings
Anyone with the link can edit > Who would you like this link to work for?
Learn more

Anyone with the link

People in CUNY with the link

Add a message (optional) People with existing access

Specific people v

Other settings

@ [ﬁ [j Allow editing

Copy Link Outlook Apply Cancel

>

Enter a name or email address

Step 8: Enter the instructor’s or student’s CUNY email address (Iehman.cuny.edu) or CUNYFirst
address (login.cuny.edu). Click Send

Send Link
Send Link

People you specify can view >
People you specify can view >

first.name##@login.cuny.edu

° first.name##@login.cuny...
. first. ##@login. .ed
first.name@lehman.cuny... Irst.name##@login.cuny.edu

=a
B ©

first.name@lehman.cuny.edu

N

Copy Link Outlook Copy Link Outlook

To receive a file
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Step 9:

If a file was sent to your CUNY email, check your CUNY email. If the file is not in your inbox, please
check your SPAM folder. Click on the file name or Open

I c.oco

Thursday, March 12, 2020 at 4:05 PM

Show Details
> You forwarded this message on 3/12/20, 5:13 PM. Show Forward
f\ To protect your privacy, some pictures in this message were not downloaded. Download pictures

&
I, ¢ <. cuny.cdu shared

a file with you

Here's the document lhat-@lc.cunyAedu shared with you.

20200312_131255

@ This link will work for anyone.

B® Microsoft Privacy Statement

If a file was shared to your CUNYFirst, log-in to OneDrive, and click on the options next to OneDrive
and click “Shared”

100% (=) #

8 cuny907-my.sharepoint.com res

OneDrive

B3 My files
0 Recent
&£ Shared

& Recycle bin

Shared libraries

Sites help you work on projects with
your team and share information from
anywhere on any device. Create or

follow sites to see them here.

Create shared library

Get the OneDrive apps

Return to classic OneDrive
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