OneDrive Sync Guide for Staff (ZenBook) Laptops

Double click the OneDrive Icon in the system tray highlight in red
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Set up OneDrive

1 files in OneDrive to get them from any device
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Your OneDrive folder
Add files 2o your OneDrive folder 50 you can access them from other Gevices and stil

have them cn this PC.

Your OneDrive folder is here
CAUsers\HWaker\OneDrive - Chatham and Clarendion Grammar School
Chengelecation

Select the folders you wish to back up and press “next”

Back up your folders

Selected folders wili sync in OneDrive - Chatham and Clarendon Grammar School. New
and existing files will be added to OneDrive. backed up, and available on your other
devices even if you lose this PC. Learn more.
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Desktop Documents Pictures.
M8 4568 Files backed up

Space left in OneDrive after selection: 5,105 G8

Read through the tips and information and press “next” Once finished you can find your
Onedrive in Windows Explorer as highlighted below.

“ 4 @ > OneDrive - Chethern and Clarenden Gr... v O S Search OneDrive - Chatham and Clarendon Grammier School

Name Status Date modiied Type Size
[ ppe a 19 10/2021 1430 File fekder
1] Attachments o 19010:202) 14630 File foides
1 Desktop 2 19/10/2021 14:82 File foider
Documents 2z 19/10/2021 1442 File foider
[ Favousites o 19102021 14:30 File foider
|| Microscét Tesms Chet Files o 18710/2021 1430 File foider
Pictures [} 19/10/2021 14:42 File foider
1 Recordngs o 19072021 14630 File foider
| Shared o 19710/2021 13:84 File foider




The folders you have selected will Back up to OneDrive. We recommend saving all

documents in the newly created OneDrive folder. This will ensure all your documents are
backed up.

With this method you can also access documents from OneDrive to attached to websites
such as CPOMS.



