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1. Open OneDrive App
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a. On your Portal, click Explore all your apps

b. Click OneDrive
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2. OneDrive Start Page
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3. Create New Folder
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a. Click New

b. Click Folder

c. Type: Office 365

d. Click Create

e. Folder created
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4. Create Word Online Document
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a. Click Office 365 folder

b. Click New

c. Click Word Document

d. You see the Word Online screen
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5. Edit Word Online Document
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a. Click Document

b. Type: Nota and Enter

c. Type text as per snapshot

d. Click App Launcher

e. Click OneDrive to go back to OneDrive Start Page
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6. Upload a File
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a. Click Upload

b. Click Files

c. Select any file that you want to upload

d. Click Open

e. The file now in OneDrive
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7. Delete a File
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a. Select a file you want to delete

b. Click Delete

c. Click Delete
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8. Restore a File from Recycle Bin
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a. Click Recycle bin

b. Select a file

c. Click Restore

d. The file is restored to original location 
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9. Sharing a File (Part 1)
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a. Select a file
b. Click Share

c. Click: Anyone with the link can edit
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9. Sharing a File (Part 2)
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d. Make sure select Anyone*

* Your IT Admin may restrict this option. Please refer to SUK Penang OneDrive usage policy for more info or contact IT HelpDesk

e. Uncheck Allow editing to enable view only option

f. Select expiration date of the link
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9. Sharing a File (Part 3)
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g. Click Apply

h. Click: Copy Link

i. Copy and paste the link to email

Note: You can use the sharing option to solve the 10 MB attachment limit for your email. 
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Tamat
Terima kasih

Disediakan oleh: Saiful Nizam Jamaluddin

saiful@cepul.com
cepuljer
cepuljer
www.cepul.net

Youtube:

http://bit.ly/2LaRVYP


