Saving to OneDrive

Right click on the Windows icon in the lower left corner. E
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Click and drag the file you want to save into the OneDrive folder.

N < | Desktop

Home Share View
3 1 4 Cut I New item ~ 4
e E 2 X =f -
= @ i

w.| Copy path i] Easy access v

Pinto Quick Copy Paste Move Copy Delete Rename New Properties
access A_J Paste shortcut to~ tov - folder v
Clipboard Organize New (o]
&« v 4 Bl > ThisPC > Desktop
@ Headstart W
@ OneDrive - Papillion LaVista Public
Screenshots . .
System32
& & &

v @ OneDrive - Papillion LaVista Public S Annotation Change Staff Change Staff Danielle

love to OneDrive - Papillion LaVista Public Schools Password Chrom

o) PBIS ‘
@ Pics ..
v [ This PC (o \f (o (o
J 3D Objects Shortcut to Slack test TimeClock
- )

Board Room Webcloc
> [ Desktop Data on Server

@ Documents

@ Headstart

|=| Documents
4 Downloads
D Music

&=/ Pictures

B Videos

13items  1item selected 11.5KB

Once all files have been moved to the OneDrive folder, they must be synced to the cloud. If you see the
green checkmark your files are successfully backed up.
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If the files are not syncing, make sure OneDrive is open by clicking on the arrow and looking for the blue

cloud in the lower right. If you do not see the cloud, try opening the OneDrive app from the Windows
menu.
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