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MCE123 has been a consistent Registered Partner of Microsoft
Corporation, since 2005. MCE123 is also a Certified Microsoft

Partner.

The MCE123 Company Founder, Patrick R. McElhiney, has worked
at Staples since April 2015, and has been a Staples Tech Certified

Technician since then.

Patrick McElhiney is also a Microsoft Certified Professional (MCP).
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Many Computer Users don’t know what OneDrive is, or that it is a
Free download from Microsoft®, and that with the purchase of
Office 365, users get 1TB of free cloud storage per account, with up
to 5 accounts with a single subscription of Office 365 Home.

This guide explains how to configure Microsoft® OneDrive to get the
most functionality out of it, with configuration options, including:

e Cloud Backup Configuration — back up some or all your
Libraries with Microsoft® OneDrive, which you will then be able
to access from virtually any computer in the world.

e Cloud Roaming Profile Configuration — synchronize your user
profile(s) on multiple computers, by configuring your Libraries
to reflect folders in your OneDrive Account.

Whether you’re wanting to access any of your computers’ User
Profile Libraries, from any of your other computers, at any time,
from anywhere in the world — usually without having to wait for files
to download from the Web, or, if you simply want to backup your
User Profile Libraries, this guide shows you how to configure the
options, so that you can be a Power User of Microsoft® OneDrive.
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The first thing you may not notice on this Desktop,
is that all the icons on the desktop have a little
e green checkmark. This means that they have been
Wedding synchronized with Microsoft® OneDrive.

Microsoft® OneDrive isn’t just an extension of

ea“ﬂ_
y Microsoft® Office — in fact, you can purchase a
Download i subscription to Microsoft® OneDrive for Business

purposes, even if you don’t use Microsoft® Office.

—~

When you purchase Office 365, whether it be Personal (1 User) or Home
(5 Users), you get the Premium version of Office, which includes Access
and Publisher, as well as Word, Excel, PowerPoint, OneNote, and
Outlook — and each User account that you can setup at
www.office.com/setup includes 1TB of Cloud Storage with OneDrive,
Free!
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Look at how Microsoft® OneDrive easily backs up all your
photographs, and shares them on any computer that you have the
same Microsoft® Account used on, with OneDrive installed.

And you can even install OneDrive on your phone(s), tablet(s), and
other Internet-connected devices — so that you can synchronize all
the information, on all your devices, with as little ease or as much
complexity as you wish — since you can setup multiple folders inside
your OneDrive account, and you can specify what is backed up to
each folder.

In the future, OneDrive may even be able to transfer files over the
Local Area Network (LAN), so that it would synchronize your Cloud
files that have already been downloaded to other devices on your
WiFi and/or Wired network, saving time and Internet traffic.
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Here you can see how there was a change made under the
.\UNH\COMP 830\ Pictures\ folder, since it shows the refresh icon. This
means that OneDrive has queued up a process to synchronize the
changes in this folder with all the other devices that share the file,
through the Cloud drive.

Note that OneDrive doesn’t backup the entire Users folder — only the
Libraries, and only when it is configured. However, the usual installation
of OneDrive doesn’t automatically synchronize the Libraries, and there’s
a good reason why it doesn’t — because perhaps the User doesn’t want
to do this.

OneDrive will also give you an error if you have a file open that it is
synchronizing at that time, so you may want to exclude your Outlook .pst
files from being synchronized if you open and close Outlook a lot, since
OneDrive will try to synchronize the files immediately after you close
OneDrive, and it will not allow you to write to the file until it is done
synchronizing.

Copyright © MCE123 —2016-17, All Rights Reserved

Page 6 of 15

Shde show

Bur

& g
2017021
You Mo



http://www.mcel123.com/PDF/MCE123_Marketing_- OneDrive_Tutorial _2017-02-21.pdf

| > UNH » COMP 830 » MeAndYou »

Burn

Slide show

Organize ¥ Include in library v Share with »

- Favorites

B Desktop

& Downloads

=, Recent Places

22 :

B e e Pictures 20170216 -

& Google Drive You Notes
MCE123 op i
Marketing d.,;:lerarles

|-5| Documents

&' Music

=l Pictures

You can see how OneDrive has synchronized the
.\UNH\COMP 830\Pictures\ folder now, and you can also see
that the MCE123 Marketing folder is being synchronized now as
well, as that is the location where the screenshot images are being
saved on the Desktop.

Note that the actual folder for the Desktop was changed to be
located in C:\Users\Patrick\ OneDrive\Computers\MCE123-
Desktop\Desktop)\, because we wanted to synchronize the User’s
Libraries — however in order to do this, we needed to change the
location of the “Desktop” folder under C:\Users\Patrick from
.\Desktop\ to .\OneDrive\%Respective_Directory_Structure%
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The OneDrive folder is generally linked on the side navigation bar in
Windows Explorer, and is also located in the folder
C:\Users\%User_Name%\OneDrive\ by default.

Note that anything placed in the OneDrive folder will be
synchronized in the respective OneDrive folder, for the most part,
for every device that has OneDrive installed under that user account,
excluding Phones and Tablets unless you specifically configure them
to download everything.

Next, we will show you how to configure the Libraries to synchronize
with OneDrive...
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First, you need to right click on the Library that you wish to change
the Location for.

Libraries include the following, per their respective initial folders:

You

Desktop C:\Users\%User_Name%\Desktop\
Documents C:\Users\%User_Name% \Documents\
Favorites C:\Users\%User_Name%\Favorites\
Music C:\Users\%User_Name%\Music\
Pictures C:\Users\%User_Name%\Pictures\
Videos C:\Users\%User_Name%\Videos\

have a choice to either setup these Libraries solely as backups,

such as re-directing them to their directory structure under
C:\Users\%User_Name%\OneDrive\Computers\%Computer Name%,
or, you can redirect them all to a common folder in OneDrive, such
as C:\Users\%User_Name%\OneDrive\, or, .\Backup\
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This screenshot shows the dialog box that pops up after you right
click and select Properties on “Pictures”, on the side bar navigation
in Windows Explorer. You simply add the OneDrive Folder path that
you want to synchronize with, if the folder already exists, or create
a new folder under the OneDrive path that you want to use for the
Library, such as the following directory structure:

C:\Users\%User_Name% \OneDrive\Pictures\
C:\Users\%User_Name%\OneDrive\ Computers\%Computer Name%\Pictures\

Note that you only need to add one of the folders, however you can
also configure the Libraries to show multiple folders — however this
will not necessarily change the folder in which your programs save
the Pictures in by default, and if you have multiple folders listed, it
will show each of the folders in a hierarchical format in Windows
Explorer when you click on that respective Library.
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The above screenshot shows how you can add a folder to the Library,
in this case Pictures, by clicking on “Include a Folder”.
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This configuration shows that we have the files backed up with the
Cloud Backup Configuration under the .\OneDrive\Computers\
Folder, so that the files may be accessed on all the computers that
use the OneDrive account, but aren’t configured to synchronize the
profile as a Cloud Roaming Profile.

The only difference between a Cloud Backup Configuration and a
Cloud Roaming Profile Configuration, is that the Backup uses
separate folders, under the .\OneDrive\ Computers\ Folder:

Computer Name: Folder it synchronizes Libraries to:
MCE123-Deskto P C:\Users\Patrick\OneDrive\Computers\MCE123-Desktop\
Patrick-La ptO p C:\Users\Patrick\OneDrive\Computers\Patrick-Laptop\
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The above diagram shows how the Desktop Computer and the Laptop
Computer both have profiles with the same name, “Profile 17, and how
OneDrive can synchronize the changes on the different profiles
automatically when setup with the Cloud Roaming Profile
Configuration. It also shows how the Tablet and the Smart Phone both
synchronize their Libraries to the Desktop, Laptop, and to themselves,
however that “Profile 1” does not synchronize with the Tablet or Phone.
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This screenshot shows how, after being setup, My Documents, or
Documents, reflects the file folder path under the OneDrive folder,
C:\Users\Patrick\ OneDrive\ Computers\MCE123-Desktop\ Documents), located
in the Users Profile folder under the specific username of the Profile.
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This screenshot shows the Pictures Library folder, after it has been
synchronized with OneDrive.

Stay tuned for more information about how to setup the Cloud
Roaming Profile Configuration. It’s basically the same as setting up
the Cloud Backup Configuration, except you also setup the same
settings, to synchronize with the same respective OneDrive folder
for each of the Libraries, on each of the computers that you want
to synchronize the Libraries with.

And remember — you can synchronize as much, or as little as you
like. Perhaps you want to synchronize photographs between your
Desktop computer and your Phone, and then you’d also like to
synchronize Documents between your Tablet and your Laptop. Any
type of configuration, like these examples, are possible with
custom Microsoft® OneDrive configurations like we have
demonstrated.
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