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1 Purpose

The purpose of this document is to define the process and uses of OneDrive at Fayetteville Technical
Community College (FTCC). OneDrive is the primary storage vessel for users at FTCC. All users will be assigned
500 GB of storage on OneDrive, which is to be used strictly for FTCC college and business data.

This document will assist you with accessing and using OneDrive. If, after using this document, you still have
problems with logging into OneDrive, please contact the FTCC Service Desk at 910-678-8502 or email
help@faytechcc.edu

2 Scope

This procedure applies to any information gathered, kept, or utilized by or on behalf of any department,
operational unit, or individual in the community in connection with college operations. If any information at
FTCC is governed by more specific requirements under other College Standards and Guidelines, the more
specific requirements shall take precedence over this document.

3 Acronyms/definitions

e AD - Active Directory. A directory service, such as Active Directory Domain Services (AD DS), provides
the methods for storing directory data and making this data available to network users and
administrators. For example, AD DS stores information about user accounts, such as names,
usernames, email addresses, phone numbers, and so on, and enables other authorized users on the
same network to access this information.

e Service Desk (Formerly Help Desk) is the primary single point of contact for FTCC to provide IT support
to Faculty, Staff, and Students.

e ITS — Information Management Services (Formerly Management Information Services (MIS))

e M365 — Microsoft 365

4 Procedures

A. FTCC utilizes Single Sign-on (SSO), which is an authentication process that allows users to log in once
with a single set of credentials to access multiple applications and websites.
B. FTCC also utilizes Multi-Factor Authentication (MFA), which is a security enhancement that requires
two or more forms of verification (like a password plus a code sent to your phone).
C. When accessing an M365 service or accessing services off-campus, you may be prompted to
authenticate your sign-on.
a. If you have not set up MFA or installed the Microsoft Authenticator App, please follow these
instructions: (MFA + Registering for SSPR). For further assistance in setting up your Microsoft
Authenticator, please contact the Service Desk (help@faytechcc.edu).
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4.1 Confirm OneDrive is installed on your device

1. To confirm that the client is installed on your machine, you can:
a. Check to see if a blue cloud icon is present in your system tray (in the lower right-hand

corner of your screen)
O 11:10 AM
A

3/8/2023 L"_"l

b. You can also click the Start button (in the lower left-hand corner of your screen) and
start typing “OneDrive” to see if any application is displayed.

1
All School Apps Documents Web More ¥ - X 0
Best match
& OneDrive l
App - .
Apps .
OneDrive
@ OneDrive.exe > App

This PC - Documents

Cf Open i
CS Run as administrator :
U Open file location !
Search school and web 2 Unplifom tasbar ‘
£ OneDrive - See school and web results > Wl Uninstal I

Folders \

» OneDrive - Fayetteville Technical
Community College

OneDrive - in >

v

OneDrive - in

Start I

i= | © OneDrive L/ Lii @ / Q

o
3

A

A

2. If the client is not installed on your device, you should contact the Service Desk by phone (910-
678-8502) or email (help@faytechcc.edu) to request an install
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4.2 Syncing to OneDrive

1. Sign in to OneDrive once you have confirmed it it installed. Click on the OneDrive shortcut,
type in your FTCC email address, ensure it is typed correctly, and click “Sign In”.

@ Microsoft OneDrive

Set up OneDrive

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

Email address

username1234@ad.faytechccedu |

Create account m

4.2.1 Syncing to OneDrive: Choose Folders

1. Select your desired folders to back up and sync to OneDrive and select “Start backup”.

a. Note: By default, OneDrive syncs your Desktop, Documents, and Pictures folders.
Once you select the folders to sync to OneDrive, any document changes that you
make within the folders selected will be continuously synchronized via the OneDrive
sync app.

& Microsoft OneDrive x| @& Microsoft OneDrive =
Back up folders on this device in OneDrive
Files will be backed up, protected, and available anywhere in OneDrive - Fayetteville Your OneDriVe iS ready for you
Technical Community College, even if you lose this device.
Learn more about folder backup
B3 Documents Ready to back up a
Pictures § Not backed up -.: —
s @
B Deskiop % Not backed up (CED] . 0
d -~
o
- W ) | o -
© 25.0 GB of 500 GB will be used after backup A
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4.2.2 Syncing to OneDrive: Manage backups

1. Click “Manage backup”

OneDrive Settings

~
|  Syncand backup Sync and backup
&  Account
Back up important PC folders to OneDrive
Q Motifications Back up your Desktop, Documents, and Pictures folders to OneDrive, Manage backup
so they're protected and available on other devices. L\)
@ About Learn more
Preferences
Start OneDrive when | sign in to Windows On Q
Pause syncing when this device is on a metered network On Q
Advanced settings v
Storage
1.9GB

Manage storage

used of 500 GB (05%) (@ Get help

2 Give feedback

[ Get the OneDrive mobile app

Microsoft OneDrive

Back up folders
Files will be backed up,

Technical Community College, even if you lose this device.
Learn more about folder backup

2. Ensure your local files are selected to backup to OneDrive and select “Save changes”

Microsoft OneDrive

on this PC Back up folders on this PC

protected, and available anywhere in OneDrive - Fayetteville Files will be backed up, protected, and available anywhere in OneDrive - Fayetteville

Technical Community College, even if you lose this device.
Learn more about folder backup

- -y .

= Documents 139GB Not backed up e ) .3 Documents 13.9GB Ready to back up o
Pictures OKE Mot backed up '. :‘ h Pictures 0KB Ready to back up o
h Desktop 941 MB  Not backed up ':._:‘ h Desktop 941 ME Ready to back up o
o 1.9 GB used of 500 GB O 16.7 GB of 500 GB will be used after backup
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3. The folders selected will immediately sync to OneDrive

Microsoft OneDrive

Back up folders on this PC

Files will be backed up, protected, and available anywhere in OneDrive - Fayetteville
Technical Community College, even if you lose this device.
Learn more about folder backup

= Documents 12.9GE Syncing..
Pictures 0KE Syncing.
i Desktop 941 ME  Syncing..

© 16.7 GB of 500 GB will be used after backup

Close

4.2.3 Syncing to OneDrive: Choose additional folders
1. With the OneDrive settings window open, select “Account” and “Choose folders”

@ OneDrive Settings - x

S Sync and backup ACCOU nt

Account J
@ad.faytechcc.edu 4+ Add an account

o
S
1 MNotifications
®

Unlink this PC
About

OneDrive - Fayetteville Technical Community College

e . Choose folders
207 MB used on this PC

(D Get help

2 Give feedback

Storage

1.9 GE used of 500 GB (0%)

Manage storage

[ Getthe OneDrive mobile app
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2. Choose “Make all files available” or select the folders you want available in OneDrive
and select “Ok.”

& Microsoft Onelrive =

Choose folders

Choose what you want to be available in your "OneDrive - Fayetteville Technical
Community College” folder. These files will be available on-demand. Unselected
folders will be hidden from File Explorer.

I B Make all files available I

Or make these folders visible:

B [ Files not in a folder (168.3 MB) -
> B oo Attachments (0.0 KB)
> 7 Desktop (207.5 KB)
> B T Documentation Review & Revise (91.9 MB)
> Z Documents (0.0 KB)

> B = Email and Label Templates (1.1 MB)

> ﬂ _ Microsoft Copilot Chat Files (0.0 KB)

> ﬂ _ Microsoft Teams Chat Files (31.7 MB)

> H . Notebooks (0.2 KB) >

I We are unable to stop syncing some folders. Learn more.

Location on your PC ChUsers\ 70 777"\ OneDrive - Fayettevi...
Selected: 437.1 MB Cancel

4.2.4 Syncing to OneDrive: “Some files can’t be backed up”

3. If you have not closed out any files/folders during the syncing process, it will notify you
that “Some files can’t be backed up” with details of which files and folders failed during
the sync

4. If you are notified that these files/folders are currently open, please close them out and
select “Try again.”

5. If you are unable to close out currently opened files/folders, please press ‘Skip’

Some files can't be backed up

The file ) | i dotx and 2 other files are
in use and can't be backed up. Close the files and try again. If you
skip this, they won't be backed up until you move it into your

OneDrive,

Try again Skip
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4.2.5 Syncing to OneDrive: View sync progress
1. You can view the progress of the sync by clicking “View progress” until all files/folders
are listed as “Backed up.”
& Microsoft OneDrive - X

OneDrive is backing up your files

Microsoft OneDrive

Some files from <a href="sc:;//LocalFolder?path=C\Users
weren't moved from their original locations

{0 OneDrivé. These items won't be backed up and should be moved manually. BaCk u p fOIders on th |5 Pc

Files will be backed up, protected, and available anywhere in OneDrive - Fayetteville

— Technical Community College, even if you lose this device.
Learn more about folder backup
[ /Y & @
=3  Documents OKE Backed up
| ——
Pictures 24MB Backed up a
BB  Desktop 208KB Backed up a

Get your files anywhere with the Android or 105 app

4.2.6 Syncing to OneDrive: Notification settings

2. You can choose to be notified when your OneDrive syncing is paused by going to the
OneDrive settings, selecting “Notifications”, and then ensuring that “Notify me when
syncing is paused” is turned on

a. This will ensure that anytime a file or folder is not synced or syncing has been

paused due to the file being opened, you will receive a desktop notification in
your system tray

OneDrive Settings

= S e Notifications

& Account
| O Notifications MNotify me when syncing is paused On o
(@) About

(3 Get help

22 Give feedback
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4.3 Access to files and folders

. —

4.3.1 Access Files: Web i /9
1. You can access your files on the web by logging into __"6 n - . -

SharePoint at https://faytech-my.sharepoint.com/ or S | e | R

going directly through the OneDrive website.

1:58 PM
2 ﬁ - & 3/18/2025 %

2. You can click the blue cloud icon in the system tray
and click “View online” or go to the SharePoint site (https://faytech-my.sharepoint.com//)

3. Log in with your email and current password: [ADUsername]@ad.faytechcc.edu and your
current password

a. Example: doej1234@ad.faytechcc.edu

b. Example: Password24!

Fayetteville Toctmisal Community Collgge

Fayesteville Techmical Commnty Collgge

Sign in £ @ad faytechcc.edu

username1234@ad.faytechcc.edu

Enter password

.................

Forgot my password

4. After successfully logging in, you will be taken to the OneDrive home page, which will
display your recently accessed documents.
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5. To see your complete OneDrive file structure, click My Files on the left side.

You edited this

4.3.2 Access Files: File Explorer

You can view your OneDrive sync status, files, folders, and other related account and backup
settings anytime by clicking the blue cloud icon in the system tray located in the bottom right-
hand corner of your desktop

1. Click on the blue cloud icon in the system tray
2. Click “Open folder”
3. OneDrive will open in File Explorer
a. Right-click on the file or folder and select "Always keep on this device"

4. OneDrive will download the file to your computer, and you can work on it offline.

OneDrive ‘OneDrive - Fayetteville Technical Community College
Home Share View Cloud Storage
# Cut X T New item = \/] Open s
—J w- Copy path f'_'| Easy access ~ Edit S
Pinto Quick Copy Paste Move Copy Delete Rename New Properties
accass P| Paste shortcut to to - older - £ History DD It
Clipboard Organize New Open
: . kb
T &> » OneDrive - Fayetteville Technical Community College h

[ .
Microsoft Copilot Chat Files Lo Name Status Date r| L 23 minutes ago
Microsoft Teams Chat Files o 31171 e e e i

Motebooks Desktop = 10731
- 5 o 5 ® o

Sort by > 81/ Open folder View online eoycle bin
Group by > 371874
Refresh

& This PC
= Customize this folder...

M 3D Objects

Paste
[ Desktop
Paste shortcut
|2 Documents -~
@ ndo Delete Ctrl+Z
‘ Downloads N
Ly @ View online /
B Music
X [ Settings
=/ Pictures @ -
I Always keep on this device
B Videos & "
Free up space 5
45 Local Disk () s 72
Folder color -
- o3 1715
- Give access to >
v New >

Properties -
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4.4 Sharing files

.LLI'..I
Open
1. OneDrive makes it easy to share files and folders with others. .Jlmeztitlhﬂr: Open in new win
Il and Labe . )
2. To share afile, right-click on it in File Explorer above and select osoft Copil Pin to Quick acce
" " A Addto VLC medi
Share". osoft Team| 2 o medi
s Play with VLC me
a. This will prompt you to type in the name, group, or email ~ :Pooks
with the user(s) you are trying to share this with ¢ objectives %

b. You can also add a message to the shared document and change the access rights for
the document (view, edit, etc.)

c. You can choose to share the file with specific people or make it public.

Share “Documentati...0026 Revise" = (@

9
¢

2 Add a name, group, or email

& Add a message

n
3

8 ‘ G2 Copy link

=

3. You can also choose to share it by copying the link and pasting it in an email, Teams, etc., which
will allow you to “manage access” to the document once it has been shared

Attachments

Desktop Open
. Docurmnt . -
Open in new window
Email and i i
) Pin to Quick access
Microsoft| g Add to VLC media pl
& to media player':
Microsoft | 2 i
Notebook & Play with VLC media playt
PD & obje, @ Share
Pictures Copy Link
Tenette Pro Manage access
@] 151-layout View online
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4.5 Collaborate on files
1. You can also collaborate on files with others using OneDrive.

2. To do this, share the file with the people you want to collaborate with, and they can edit the file
in real time.

a. You must “manage access” (shown in the image above), and ensure that the user(s) you
have shared this document with have the right to edit the document and not just “view”

4.6 Creating New ltems

OneDrive
1. If you wish to create an item on the OneDrive webpage, click the New " For you
button in the top left (can be displayed as a plus sign as shown below) "
Bm Folder
and click an item type in which you would like to create.
& Files upload
2.

If you wish to create a new item on the desktop applications, open
Word, Excel, PowerPoint, or any other application, and ensure you are A Word document
saving it to your OneDrive folder, which is synced [if the sync client (blue |t

Fa Folder upload

cloud icon in lower right-hand corner of screen) is actively running] to : :w;:?:bo:m
access with the methods listed above. | Femmoanm
¥} Visio drawing
4.7 Upload files and folders

# Clipchamp video

& Link

1. To upload afile or folder, you can do either of the following:
a. Click “Files Upload” or “Folder Upload” on either the Home or My Files pages
After clicking the file or folder, you get an upload prompt, and then you may

select the file or folder that you would like to upload from File Explorer to
OneDrive on the web

a.

Click “open” and it will automatically load into the home site for
OneDrive

2 &5 ThisPC 5 Downloads

Organize New folder

= W @
OneDrive “ «
3 This PC ~ Last week (5)
1 30 Objects. & - OneDrive Instructions (1).doex
For you I Desktop = L)

+ [£] Documents

4 Downloads
M

I Folder ) e ~
=] Pictures
[ videos

‘I;H Files up\c.\ad ‘i Local Disk (C)

Fg Folder upload

b Network v R

File name: OneDrive Instructions (1).docx v‘ AllFiles () -

— - ¥ — — -
3 ¢ ot ~ () Uploading Sitems — ~ &l Info
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b. Alternatively, you can drag and drop any selected files and folders from File Explorer
into the My files page (dragging multiple files at once is also possible):

i.  You can drag and drop them into the “My files” section or choose a folder that
already exists to drop the desired items

a. A notification will be displayed letting you know that the items are being
uploaded, and all files and folders will be visible upon completion

4+ ¥ > ThisPC > Downloads v © | SearchDownloads P
Orgsnize »  New folder = M @
Name Date modified Tpe @
[ This PC v Last week (5)
3D Objects [ - OneDrive Instructions (1).docx 3/14/2025 2:25 PM Microsoft Word D,
[ Desktop = ] Micrasoft Word D,
Documents Microsoft Excel C.
$ Downloads Microsoft Excel W
Microsoft Excel W
D Music
=] Pictures e
g Videos Microsoft Word D,
£ Local Disk (€ Foxit PDF Editor D
Microsoft Word D.
- — o - Microsoft Word D. ¥
o Network v < B)

File name:

OneDrive Instructions (1).docx

£ Search

T Upload v /g Sync  $f Automate ~

(n) Home

7 My files My files

&5 Shared
= M Name v
<y Favorites

T Recycle bin

2

Quick access

Modified

E"’ 3 JF Sort v~

Modifie

ED Info

(LJ Uploading § items = ~

_ - —

T Upload v g Sync D Automate +

& Sort ~ v

Uploaded 5§ items to My files

4

34 MB
My files
) Name - Medified Modified By - File size Sharing Activity
S "2017d6b5-4d80-493f-bad6-aB561199cOb0.z.. A few seconds ago 4352 MB Private
B2 2e17d6b5-4dB0-493f-bad6-aB561139¢Ib (... A few seconds ago 241MB Private
= :2b319049—edlE—£9:3—S379—d76SfBibE‘aT.z\p A few seconds agr o A Privab
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c. Note: Make sure you are uploading the direct document or folder and not a shortcut

= i.  Shortcuts are links to other files or folders on the file system.
\.y ii.  OneDrive will allow you to upload a shortcut, but a shortcut will preserve the
L, S reference location of an item on your file system, not the actual contents of the
Bletetlanknlts file or folder. A shortcut is indicated by an arrow icon; it is highlighted in red in

the image to the left

4.8 Navigating OneDrive on the web

4.8.1 Viewing contents of a folder

1. To goinside a folder, click on the folder title.

OneDrive £ Search

T Upload ~ @ Sync (% Automate ~

(x) Home
£ My files My files
92 Shared
= [ Name v Modified ~ Modified By -
<7 Favorites .
O “Sample Di{rﬁtow_ = A few seconds ago
T Recycle bin

Quick access

4.8.2 Exiting a folder

1. To navigate away from a folder, click where in the hierarchy you would like to navigate
back to using the navigation bar.

T Upload v @ Share & Copylink Jg Sync

(@ Home

) My files My files > Sample Directory@ Very Important Data

23 Shared
= Name Modified ~

Yy Favorites

&}

Recycle bin
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4.8.3 Managing items

1. To manage items, you can click the select button next to an item and choose your
desired action within the toolbar.

@ Share & Copylink Tif Delete | Download ([ Rename fg Moveto [0 Copyto £f Automate ~

My files
] Name -~ Modified ~ Modified By ~ File size ~ Sharing Activity
© = 2bbf049-edle-49c3-8379-cf7.. [ - Vesterdayat3d4d PM 126 M8 Private

2. Alternatively, you can right-click an item to access said actions.

My files
™ Name ~ Modified
(/] mu  2bbf9049-edle-49c3-8379-cf7... [ .
Preview
ma 2217d6b5-4d80-493f-bad6-a6561fS Share M
= 2217d6b5-4d80-493f-bad6-a6561fC Capy link M
= 2e17d6b5-4d80-493f-bad6-a6561fc Manage access M
m  2617d6b5-4d80-493f-bad6-a6561fc Download M
Delete
Move to
Copy to
Rename
Automate >

Version history

Details

Current Version Published: Version 4.2, 10/22/2025
User Guide | Medium Risk | Page 16



4.8.4 Downloading files or folders

1. Right-click an item and then click Download (folders will be saved as .zip files).

My files

M Name -~ Modified ~

© 5. 2bbfo049-edle-49c3-8379-cf7... [~ s aeany

Preview

me 2e17d6b5-4d80-493f-bad6-ab561fS M
Share

5o " 2e176b5-4dB0-433F-bad6-3656 115 Copy fink

= 2217dBb5-4dB0-493f-bad6-a6561fc Manage access M
=mw  2e17d6b5-4dB80-493f-bad6-a6561f¢ Download M
Delete
Move to
Copy to

Rename

Automate

Versicn histery

Details

5 Exclusions/exceptions

No approved exceptions exist currently.

6 Document administration

6.1 Document owner
This document is owned by Information Management Services, which is responsible for its content and
maintenance. For questions or comments, please email the Service Desk at help@faytechcc.edu.

6.2 Document review
This document is subject to periodic review to validate that the content remains relevant and up-to-date.
Significant or material changes to this document must be submitted to the AVP for ITS for review and approval

before adoption.
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6.3 Version History

Version Version Date Author Reason / Comments
1.0 3/17/2020 P. Scully Document origination
2.0 3/18/2020 T.H Document Edits
3.0 7/1/2023 M. W Document the steps for updating
4.0 3/18/2025 L. Clark Document updating and formatting
4.1 10/22/2025 L. Clark Formatting/ Font updates
Combining the “Saving to OneDrive”
4.2 10/30/2025 L. Clark . i
document with this document
Click or tap to enter
5.0
a date.
Click or tap to enter
6.0
a date.
Click or tap to enter
7.0
a date.
6.4 Approval History
Version Version Date Name Title
1.0 3/17/2020 P. Scully AVP for MIS
2.0 3/18/2020 P. Scully AVP for MIS
3.0 7/1/2023 P. Scully AVP for MIS
4.0 3/24/2025 T. Prevatte AVP for ITS
4.1 10/23/2025 T. Prevatte AVP for ITS
4.2 10/30/2025
Click or tap to enter
5.0
a date.
Click or tap to enter
6.0

a date.
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