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1. Open OneDrive App

Apps
a [
OneDrive Word

Explore all your apps —
A

OneDrive
Store your files in one place,

a. On your Portal, click Explore all your apps

A

b. Click OneDrive
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2. OneDrive Start Page

Office 365 OneDrive

O Search everything - New ¥ 1 Upload v & Flow v 1& Sync

Files

Mizam Jamaluddin

Saifu

Files
D Mame T

Recent
Shared

Recycle bin

Cepul Corp }

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.
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—+ New Vv

a. Click New

3. Create New Folder

- -+ New ¥ 1T Upload Vv

»® Folder

@ || Word document

b. Click Folder

=l | Folder

Office 365

A

c. Type: Office 365

A

# D Name T

sl
" ~Office 365

A

e. Folder created

d. Click Create
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4. Create Word Online Document

[ MName 1
_ *—l—Newv #H—Newv T Uplo
~Office 365 'y
1 ® Folder
@] Word document

|

. Click Office 365 folder

b. Click New

c. Click Word Document

d. You see the Word Online screen

Word Online Saiful Nizam Jamaluddin » Office 365 Document Saved
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q Tell me what you want to do
L a A -— 1= —
ibri . - S S e & 3= M
P Calibri (Body) 11 A A = - AaBbCd
Paste B I U abe x, x* 3~ A- = = = = 1=- 3=~ Normal
Undo Clipboard Font Paragraph [
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U abc x, x’ - A - cas
Document - Saved * # ﬁ /
R N — Font

a. Click Document

5. Edit Word Online Document

Apps

Panduan Office 365 ProPlus (a DneErwe
A

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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1 Upload v

A

a. Click Upload

ﬁ T Upload v

Files

FoIIer

b. Click Files

6. Upload a File

rani
ele

m .
by

E-Learning_FAQ_
Benefit_Administ
rators.pdf

Internet Explorer

v|  AllFiles ()

| Open

b

c. Select any file that you want to upload

ﬁ

D Name T

8 ~Office 365

— 5|
ot~ E-Learning_FAQ_Benefit_A|

A

e. The file now in OneDrive

d. Click Open
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7. Delete a File

- >

Office 365 ﬁ @[ Delete ﬁ Delete
1 E-Learning_FAQ_Benefit_Ad
ministrators.pdf?

—_ A
@ .ol “E-learning FAQ

A

Are you sure you want to send the item(s) to the
site Recycle Bin?

a. Select a file you want to delete Delete
A

b. Click Delete

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

D MName -
ﬁ ) Restore ﬁ Office

(] il E-Learning_FAQ_Benefit_Ad 4 RN
it E-Lear

{

Recycle bin

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)

D Name T

sl
& ~Office 365

- %
wot E-Learning FAQ_

A

a. Select a file

2 Share | e—

Anyone with the link can edit. h

b. Click Share

A

c. Click: Anyone with the link can edit
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9. Sharing a File (Part 2)

Who would you like this link to work
for? Learn more

Anyone 4/¢
People in your organization

People with existing access

Specific people

Other settings

Allow editing

Set expiration date X

d. Make sure select Anyone*

Apply Cancel

Other settings

f. Select expiration date of the link

4
Set expiration date

g Allow editing '

August 2018 ™ b

s M T W T F 5

20 30 31 1 2 3 4

e. Uncheck Allow editing to enable view only option

* Your IT Admin may restrict this option. Please refer to SUK Penang OneDrive usage policy for more info or contact IT HelpDesk
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9. Sharing a File (Part 3)

Link to 'E-Learning...rators.pdf' copied

e
Apply ﬁ © ﬁ
PUgsCIAPLNTOIFEA?e=gxBKAVY  Copy
3 Copy Link

‘. /

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
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