Setting up OneDrive and saving to OneDrive from office
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e Click on OneDrive icon located on bottom right of desktop

4 Microsoft OneDrive bt >

Set up OneDrive

Put your files in OneDrive to get them from any device.
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e Enter your Highland email address and click sign in

4 Microsoft OneDrive - >

Sync your OneDrive files to this PC

Choose what you want to download to your "OneDrive -
highland.wednet.edu” folder. You can get to these items even when you're
offline.

Sync all files and folders in OneDrive - highland wednet.edu

Or sync only these folders:

[A[ ] Files notin a folder (4.5 MB)
Attachments (0.0 KB)

Backup (9.9 GB)

Cisco Switch (3.5 KE)
Classroom Laptops (358.3 KB)
Motebooks (77.3 KE)

School maps (2.9 MB)

Scripts (3.2 KE)

Tech PDFs (546.0 KB)
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Location on your PC: C:\Users\carlos\OneDrive - highland.wednet.edu
Selected: 9.5 GB Remaining space on C: 365.2 GB :

e You can synchronize all folders from your OneDrive or select certain ones. Click next
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e When you select folders to synchronize you will then open your OneDrive in File
Explorer. When everything is synced across, you will notice all folders will have a green
check mark.

Saving documents from office to OneDrive
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e Open Microsoft Word and in the upper right corner click on “Sign in”
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Once you sign into word you will notice that when you go to “save as” your OneDrive
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Double click on your OneDrive account and another window will popup showing all of
your folders. Select the folder where you would like to save and click save.



