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This guide assists you in connecting to your OneDrive — Northern Regional College when using a college PC. You will
need to do this on every PC you log into in the College.

Before beginning, please ensure you have logged into Microsoft 365 and completed the two-factor authentication
setup process. (https://www.nrc.ac.uk/images/uploads/Student Two Factor Microsoft App Setup Guide.pdf)

Follow the steps below to connect to your OneDrive — Northern Regional College.

1. From the Start menu select OneDrive.

2. The “Set up OneDrive” window will open. Enter the username you log into Microsoft 365 with and click “Sign
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Set up OneDrive

Put your files in Onelirive to get them from any device

1. Enter your Microsoft
8 365 username
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Create account

Ermail address

2. Click Sign in

Sign in

3. Onthe “Set up OneDrive” window select “Work or school”.

@ Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

Click Work or School
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This email address is used for both OneDrive and OneDrive for
Business. Which would you like to sign in to first?

Personal Work or school
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4. The “Your OneDrive folder” window will show you the location your files are stored on the PC. Click “Next”.

@& Microsoft OneDrive X

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and still
have them on this PC.

1. File location on
== the PC

Your IT admin has chosen this location

C:\Users\ml /- F= - \OneDrive - Northern Regional College

5. Onthe “Back up your folders” window uncheck “Desktop” and “Pictures”. If you want to back these up, only do
so on your main PC only.

@ Microsoft OneDrive X

1. Uncheck Desktop

Back up your folders and Pictures

Selected folders will sync in OneDrive - Northern Regional College. New and existing
files will be added to OneDrive, backed up, and available on your other devices even if
you lose this PC. Learn more.

(]
- . .
= [TV
Desktop Documents Pictures
19 MB Files backed up 1KB

Space left in OneDrive after selection: 973 GB

2. Click Continue/Skip

Continue
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6. On “Get to know your OneDrive” click “Next”.

@& Microsoft OneDrive X

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder.

7. On “Share files and folders” click “Next”.

@& Microsoft OneDrive

Share files and folders

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.

Click Next

Click Next
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8. On “Allyour files, ready and on-demand” click “Next”.

& Microsoft OneDrive

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking

B
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Online-only

These files don't take up
space on this device, and
they download as you use
them.

up space on your device.

A
© ©

h

On this device Always available
When you open afile, it Right-click a file to make it
downloads to your device available offline.

so you can edit it while
you're offline.

9. On “Get the mobile app” click “Later”.

@& Microsoft OneDrive

To work on your files on the go, use OneDrive on your phone or tablet. Available for

Get the mobile app

iOS and Android.

Get the mobile app

Later

Click Next
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10. On “Your OneDrive is ready for you” click “Open my OneDrive folder”.
@ Microsoft OneDrive

X

Your OneDrive is ready for you

Click Open my

OneDrive
folder

Open my OneDrive folder

11. This will open a File Explorer window showing your OneDrive — Northern Regional College folder. This is where
you save all your documents.

v 3¥ Quick access
B Desktop
; Downloads

=| Documents

b Your OneDrive — Northern
= Pictures - Regional College folder

> @ OneDrive - Northern Regional College

v [ This PC
. P 3D Objects
» [ Desktop

=| Documents
; Downloads
J‘) Music

=/ Pictures

m Videos
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12. IMPORTANT: Before logging off a PC always check that your files have synced to your OneDrive.

Click to Show hidden icons
in the taskbar

Click the OneDrive — Northern Regional College
icon

@ OneDrive - Northern Regional Coll... @

@ Your files are synced

If there is a green tick beside Your files are
synced, you can log off the PC.

If not, wait until your files have synced before
logging off the PC.

B © @

Open folder View online Recycle bin
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