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Microsoft OneDrive

Content includes:

•	 Overview and Navigation	

•	 Uploading files

•	 Opening a file from OneDrive

•	 Creating a new Office document

•	 Creating new folders

•	 Editing files

•	 Moving and copying files

•	 Sharing files

•	 Deleting and restoring files and folders

•	 Searching for files

•	 Accessing files when you’re offline

OneDrive is Microsoft’s file hosting service that allows you to upload and synchronise 
files to a cloud storage and then access them from a Web browser or your local device.

You can keep files just for your personal use, or you can share them with others if you 
wish.

Select just the content you need, or combine it with content from any other content 
from our library to create your own unique learning solution.

The smarter way to improve your business.  


