r
Z V.

INFORMATION TECHNOLOGY >

Re-Sync your computer to OneDrive

Follow these steps to remove the links to your old OneDrive, and then sync to your new OneDrive
location.

What should | expect? ‘

1. You won’t lose files or data by unlinking OneDrive from your
computer. You can always access your files by signing into Okta - Microsoft Office 365
Microsoft Office 365 OneDrive OneDrive

2. By default, OneDrive will be set to Files-On-Demand. When OneDrive is synced to the new
location, all files and folders will be available online only. You can’t open online-only files when
your device isn’t connected to the Internet.

3. To make a file or folder available offline, follow the instructions below to mark a file or folder for
offline use

What action do | need to take?

Click on the white or blue OneDrive cloud icon in your taskbar or menu bar.

Note: You might need to click the Show hidden icons arrow “™ next to the notification area to see the OneDrive icon. If the
icon doesn't appear in the notification area, OneDrive might not be running. Select Start, type OneDrive in the search box, and
then select OneDrive in the search results.

Select & Help & Settings.
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Open folder View online Help & Settings

Select the Settings option.

Open your OneDrive - Personal folder
Settings %
View online
Pause syncing
My premium features
Help topics
Send feedback
Close OneDrive
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On the Account tab, click the Unlink this PC link.

& Microsoft OneDrive X
Settings Account Backup Network Office About
OneDrive - SMC Corporation of America (JOHNFAJ1@SMCUSA.COM)
479 MB of 1,024 GB cloud storage used Add an account
Manage storage Unlink thiﬁ
Then click the Unlink account button.
Microsoft OneDrive X
Unlink account on this PC?
Your business content associated with account
will stop syncing. Locally available
files will remain on this device while online only files will be
removed.
| Unlink account | Cancel
Connect to your new OneDrive
Go to Okta - Microsoft Office 365 Office Portal.
Once the Office 365 Portal is displayed, [J Office 365

click the icon, found in the bottom-left corner.

Microsu:_nﬂ Office 365
B I Office Portal

In the All apps section, click the OneDrive icon.
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When OneDrive opens, click Sync (found at the top of the page).

= OneDrive

O 4+ New -~ 7 Upload o= Sync

Files

Your browser will ask you to confirm that you want to switch to open the Microsoft OneDrive
application.

IMPORTANT: The look of the prompt will vary based on your browser. (Google Chrome is shown
below)

Click the Open Microsoft OneDrive button.

Open Microsoft OneDrive?

Remember my choice for Microsoft OneDrive links

Open Microsoft OneDrive Don't open

The following information will be displayed.

Getting ready to sync...

We're opening Onelrive on your computer...

Sign in with your
account, if prompted.

If nothing happens, you may need to get the
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latest version of OneDrive.



The setup window for OneDrive will be displayed. Click the Sign in link/button.

& Microsoft OneDrive = X

Set up OneDrive

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

golden.eagle@marquette.edu Sign in
Clicking “Sign in”™ means you agree to the Microsoft Services Agreement and privagy statement. OneDrive may also

download and install s updates automatically.

If prompted, sign in with your SMC email address and password.

Click the Next link/button.

@ Microsoft OneDrive - X

This is your OneDrive folder

Add files here so you can access them from other devices and still have
them on this PC.

You will be asked to “Sync your OneDrive files to this PC.” By default, all files and folders are selected to
sync to your computer. Select the folders you want to sync.

If you see “Your OneDrive is ready for you,” you have successfully started the sync.

Your OneDrive folder will open, and some files and folders will appear. Look for the green checkmark on
the folder and file icons to know they are syncing with OneDrive.



After some time, all the folders and documents you selected will be synced to your computer. This

means your documents are available on your computer even if you are not connected to the network.

To check on the sync status of the OneDrive application, click on the white or blue OneDrive cloud icon
in your taskbar or menu bar.

Note: You might need to click the Show hidden icons arrow ™

icon doesn't appear in the notification area, OneDrive might not be running.

Mark a file or folder for offline use or as online-only

Open File Explorer and navigate to OneDrive
Right-click a file or folder.

Select Always keep on this device.

next to the notification area to see the OneDrive icon. If the

Pictures
Project - Remote Access

RemoteAdmin F5VEs

Samples

,J cut x 2 New item ~ ﬂ open - [ select al
] Copy path 7 | Easy access ~ Edit Select none
Plnat(o(:::\ck Copy Paste T Bt hlA;“e Clgp, De\vete Rename fglzvgr Propvemes R, riory B8 invert selection
Clipboard Organize New Open Select
« ¥ 1 & > OneDrive - SMC Corporation of America > Global BA >
=
@ OneDrive - SMC Corporation of America - \Ia"r;edmpm
Attachments VDI
Azure Dev Ops WIG Enablers
[ Desktop WorkingAgreementPresentationDocs
= Documents [£) BA Project Assignments
« Global BA Geo_classification_code_mapping_to_BA ...
AFC Resources Geo_classification_code_mapping_to_BA
APAC DC Global BA Skills Inventory
Global IT People & Projects
Dell Global Portal [f Global IT Seating
GIT Server and User license pricing Global IT Skills Matrix
Global BA Notebook GloballTSecurityStackPricing-2021JANO7
Hiring & Onboarding @ Glossary
Insightly CRM @ How to create a local distribution listin ..
New Global IT logo @ Laptop and Workstation Naming Guidan.

[ﬁ Mike Loggins Org Chart

\ﬂ NoblesvilleFacilityKeyAreas
@ Planning Widly Important Goal
@ Project issue tracker1

A DL N Ar Liace

9]

Status Date modified Type
— 4/37£U21 &% AV rue e
o 2 /4EAANY BT ANa aide
a View > de
el Sort by > de
Pal Group by > A
i Refresh bt
q Customize this folder... o
4 oft]
4 Paste shortcut A
< & Share loft]
¢ View online oft}
g Always keep on this device oft]
q Free up space oft]
4 Remove shortcut oft
Z Give access to > DA
lai New > oft]
4 Properties ot

1




