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Sync Folders & Files to Computer with OneDrive App

1. Download aplikasi onedrive terbaru dengan mengunjungi url :
https://onedrive.live.com/about/en-us/download/ untuk Windows 7, lalu klik download.
Untuk Windows 8.1 dan Windows 10 cukup pastikan Windows sudah up to date lalu buka
aplikasi OneDrive bawaan dari Windows, dan langsung ke langkah nomor 3.

B® Microsoft | Microsoft 365 OneDrive Business  Plansand pricing ~  Features v Resources v  Download AlMicrosoft v O (R))

OneDrive for
Windows

If you have Windows 10, OneDrive is already installed on your PC.
If you're using another version of Windows, install OneDrive to get
started.

2. Laluinstall hasil download an tadi (besar file nya sekitar 33 MB)

T » ThisPC » Local Disk (C:) » Users » handyantoro » Downloads » Programs v O Search Programs 2
Compressed & &
etc 3
INg ! ®
3 This PC i
[ Desktop
- APPS CRM Others WindowsXPMod Your Uninstaller ZIP
|| Documents € en-us
; Downloads
b B = =B
=] Pictures DJ !—
B Videos ' o
e Local Disk (C:) BlueStacks2_nativ c13e560123afald DLL Files Fixer DLL-FiLes Fixer DLLSuite_Setup DliTool
e_826fcedcec3d fbd28c5675415cd Crack 2016 Serial 3.1.81.2918 (FULL
= D270 (D) b3alf3e10f126f9d 37-peb5-5-2 Number _ + Crack)
= handyantero (\\sv0T\HO <08
= DATA (\sv07) (1) m
= PUBLIC (\sv07) (P) % n r @
= SETUP (\svd) (Z) « v -
MNetwork
& or fiddlersetup iTunest4645etup OneDriveSetup safeeraser_setup_ TeamViewer_Setu
v 2 full1638 p_id-gsw v
17items 1 item selected 8,62 MB =:[=]
i Gold Cloud Platform
4 Microsoft | sigetien 2

; Partner boration and Content
L I A 8% Microsoft

and Midmarket Cloud Solutions


https://onedrive.live.com/about/en-us/download/

3. Setelah selesai proses instalasinya, kita cari di menu windows “OneDrive’

#& Microsoft OneDrive Setup x

& OneDrive

Preparing OneDrive for first use...

4

Best match

OneDrive for Business
Deskiop app

OneDrive
Desktop app

Folders
@& OneDrive - in handyantoro
OneDrive - in Documentianagement

OneDriveBusiness

28 Search my stuff

onedrive

AiEA

Microsoft
Partner

B2 Microsoft




4. Setelah muncul tampilan OneDrive, masukan alamat email anda (seperti contoh di bawah),
lalu klik Sign in.

@& Microsoft OneDrive

Set up OneDrive

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

andrew@mitikom.(orrl I i
oo | TN

tampil

5. Kemudian akan
di bawah,

seperti contoh
masukan password email anda, lalu click Sign in

@ Microsoft OneDrive

4 conToso demo

< andrew@mitikom.com
Enter password

Forgot my password

Sign in with another account

Contoso

[ J L

6. Setelah login, akan tampil seperti di bawah ini. Anda bisa merubah dimana folder onedrive
anda akan disimpan dengan click Change location atau biarkan di lokasi awal lalu klik Next
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@ Microsoft OneDrive

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and
still have them on this PC.

Your OneDrive folder is here

C\Users\javier\OneDrive - Contoso

Change location

Next

7. Kemudian, klik Next 2 kali.

@ Microsoft OneDrive

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder.

@ Microsoft OneDrive

Share files and folders

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.
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8. Ada 3 status Folder atau File yang disingkronisasi yaitu Online-only (on-demand), On this
device, dan Always available. Secara awal semua file dan folder akan bersifat on-demand
terlebih dahulu. Lalu klik Next.

@ Microsoft OneDrive X
All your files, ready and on-demand
With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device
A A A
O © o
Online-only On this device Always available
These files don't take up When you open a file, it Right-click a file to make it
space on this device, and downloads to your device available offline.
they download as you use so you can edit it while
them. you're offline
—
e ]
N —
9. Opsitambahan untuk aplikasi OneDrive di Mobile App, Klik Later.
@ Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
iOS and Android.

£l

Get the mobile app

10. Kemudian klik Open my OneDrive folder.
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@ Microsoft OneDrive X

Your OneDrive is ready for you

Back Open my OneDrive folder

11. Kemudian akan ada notifikasi pada saat proses singkronisasi seperti dibawah ini.

You are now syncing "OneDrive -
Contoso"

You can edi

_ontos

12. Kemudian akan ada notifikasi bahwa proses singkronisasi sudah selesai (Up to date) seperti
dibawah ini.

13. Hasilnya akan muncul seperti dibawah ini dengan status semua Folder dan File Online-only
(on-demand).
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@ = | OneDrive - Contoso - X

Home Share View o

— v T @ > OneDrive - Contoso * v (3] £ Search OneDrive - Contoso
~ F—
Name Status Date modified Type
~ 3t Quick access
B Desktop P Private S 11/09/2020 6:13 File folder
~ Contoso Purchasing Data - Q1.xlsx S 07/03/2020 12:08 XLSX File
¥ Downloads »
.| Contoso Purchasing Permissions - Q1 S 07/03/2020 12:08 Office Open X
=D I »
ocuments .. Employee Engagement Plan S 07/03/2020 10:58 Office Open X
&S Pictures * | Inventory.xlsx () 07/03/2020 12:07 XLSX File
Doc ~ New Product Presentation.pptx (&) 07/03/2020 12:08 PPTX File
b Music ... New Product Pricing (&) 07/03/2020 12:08 Office Open X
System32 ~ New Products Pricing.pptx (@) 07/03/2020 12:07 PPTX File
ﬂ Videos ... Product Marketing Info (&) 07/03/2020 12:07 Office Open X
.. Proposed_agenda_topics (@) 07/03/2020 10:58 Office Open X
@ OneDrive | QT1000 Marketing Plan.pptx o 07/03/2020 12:07 PPTX File
5 @ OneDrive - Contoso ~ QT9001 International Marketing.xlsx (&) 07/03/2020 12:07 XLSX File
. ~ Timesheet_AdeleV.xlsx (&) 07/03/2020 12:07 XLSX File
9 This PC .| ZT6006 Major Selling Points o 07/03/2020 12:08 Office Open X
& Network s

14. Untuk Folder dan File bisa dichange statusnya menjadi Always available dengan cara klik
kanan pada Folder / File yang diinginkan lalu pilih Always keep on this devices. Setelah itu
Folder / File tersebut akan diunduh otomatis.

& = | OneDrive - Contoso - X
Home Share View e
“— « 4> @ > OneDrive - Contoso > v D £ Search OneDrive - Contoso
Name Open Type
# Quick access . Open in new window §
B Desktop - : Private . — File fol(l‘jer
¥ Downloads * Contoso Purchasing Data - Q1.xlsx XLSX File
.. Contoso Purchasing Permissions - Q1 @ Share Office Open »
& Documents * .| Employee Engagement Plan View online Office Open »
&= Pictures » ~ Inventory.xlsx I Always keep on this device I XLSX File
Doc ~ New Product Presentation.pptx Free up space PPTX File
D Music New Product Pricing @ Scan with Microsoft Defender... Office Open »
System32 New Products Pricing.pptx PPTX File
B Videos . Product Marketing Info Give access to > Office Open >
.| Proposed_agenda_topics Restore previous versions Office Open »
& OneDrive | QT1000 Marketing Plan.pptx Include in library > | eprxrie
O - Ceess ~ QT9007 International Marketing.xlsx Pin to Start XLSX File
k ~ Timesheet_AdeleV.xlsx Send to > XLSX File
9 This PC -] ZT6006 Major Selling Points Office Open »
Wb Network Ej;y
Create chorteut

15. Hasilnya akan menjadi seperti dibawah ini, dengan status centang hijau.
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v = | OneDrive - Contoso - X
Home Share View v o

“— © 4> @ > OneDrive - Contoso * v D 2 Search OneDrive - Contoso
Name Status Date modified Type
st Quick access
B Deskiop - Private (-] 11/09/2020 6:14 File folder
~ Contoso Purchasing Data - Q1.xlsx [&] 07/03/2020 12:08 XLSX File
¥ Downloads »*
.| Contoso Purchasing Permissions - Q1 [&] 07/03/2020 12:08 Office Open X
& Documents ’ . Employee Engagement Plan (&) 07/03/2020 10:58 Office Open X
& Pictures % lnventory.xlsx o 07/03/2020 12:07 XLSX File
Doc ~ New Product Presentation.pptx S 07/03/2020 12:08 PPTX File
b Music ... New Product Pricing S 07/03/2020 12:08 Office Open X
System32 ~ New Products Pricing.pptx S 07/03/2020 12:07 PPTX File
B Videos - Product Marketing Info [a] 07/03/2020 12:07 Office Open X
.| Proposed_agenda_topics (@) 07/03/2020 10:58 Office Open X
@ OneDrive © QT1000 Marketing Plan.pptx o 07/03/2020 12:07 PPTX File
B Oneh e Gontoss ~ QT9001 International Marketing.xlsx [&] 07/03/2020 12:07 XLSX File
~ Timesheet_AdeleV.xlsx (&) 07/03/2020 12:07 XLSX File
8 This PC | ZT6006 Major Selling Points o 07/03/2020 12:08 Office Open X
¥ Network
| ¥ = | Private — X
Home Share View v 0
« - > OneDrive - Contoso > Private v D 2 Search Private
Name Status Date modified Type
s Quick access
B Desktop + ~ Shelter Volunteers.xlsx (-] 07/03/2020 12:08 XLSX File
¥ Downloads »
“= Documents o+
= Pictures »*
Doc
:ﬁ Music

Sync Shared Folder to Computer with OneDrive App

1. Sign in ke Office 365 (https://portal.office.com) melalui browser.
2. Pilih simbol OneDrive seperti dibawah ini.

Office 365

i

Calendar

X E 3

OneNote
Excel Online i Online i My apps

WE

Word Online
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https://portal.office.com/

3. Klik Shared kemudian Shared with you = lalu klik folder yang akan kita singkronisasi ke

Komputer.

Adele Vance Shared with you [ Shared by you IFson~v =~ @ ¥
B3 My files @ Popular around me files will appear here as others share and collaberate on files. *
D Recent

Shared with me

I0%  Shared libraries

& Recycle bin 0 Name Date Shared | Shared By
= Marketing 17 minutes ago Alex Wilber
=== personal » alexw_idn_mitikom_com > Documents
Proposed_agenda_topics. docx 3/14/2020 MOD Administrator
personal » admin_m365x711021_onmicrasoft_com > Documents

European Expansion.xlsx /172020 Isaiah Langer
personal » isaiahl_m365x711021_onmicrosoft_com > Documents

- November-December Ad Proposals pptx 3/1/2020 Miriam Graham

4. Setelah muncul tampilan dibawah, klik Sync.

&3 Contoso Electronics neDrive O search

Alex Wilber T Upload v |& Share @ Copy link L Download
B3 My files -
Our files

Files > Marketing

O Name Modified Maodified By File size Sharing
@ Contoso NextGen Camera Product Plannin.. March 6 Alex Wilber 118 KB A Shared
@5  Employee Engagement Plan.docx March & Alex Wilber 731 KB # Shared

Income Data Denver.xlsx March & Alex Wilber 174 KB & Shared

Open Microsoft OneDrive?

https://m365x711021-my.sharepaint com wants to open this application.

O Always allow m365:711021-my.sharepoint.com to apen links of this type in the associated app

©Open Microsoft OneDrive

Getting ready to sync...

We are connecting to GneDrive on your device. If
there is no response, you may need te get the
latest version of OneDrive.

6. Kemudian klik Sign in.

. Microsoft Gold Cloud Platform 10
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@ Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device

]

7. Masukkan password kemudian klik Sign in.

& Microsoft OneDrive x

4 conToso demo

< adelev@m365x711021.onmicrosoft.com
Enter password

Forgot my password

Sign in with another account

Sign in

Contoso

Termsof use  Privacy & cookies

8. Kemudian muncul tampilan dibawah ini yang menginformasikan mengenai lokasi Folder
yang akan dibuat. Bisa pilih Change location bila ingin, atau klik Next untuk menggunakan
lokasi awal.
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@ Microsoft OneDrive X

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and
still have them on this PC.

Your Contoso folder is here
C:\Users\Hasani\Contoso\Alex Wilber - Marketing

Change location

9. lalu klik Next 2 kali untuk langkah selanjutnya.

& Microsoft OneDrive X & Microsoft OneDrive

Get to know your OneDrive Share files and folders

To add items, drag or move them into the OneDrive folder. To let other people view or edit your files, you can share them. You can also work on
folders shared with you.

I Gold Cloud Platform
Wcmw M ICI’OSOf‘t Gold Cloud Productivity 12
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10. Ada 3 status Folder atau File yang disingkronisasi yaitu Online-only (on-demand), On this
device, dan Always available. Secara awal semua file dan folder akan bersifat on-demand
terlebih dahulu. Lalu klik Next.

@ Microsoft OneDrive X

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device

Online-only On this device Always available
These files don't take up When you open a file, it Right-click a file to make it
space on this device, and downloads to your device available offline.
they download as you use so you can edit it while

them you're offline.

[ vex ]

11. Opsi tambahan untuk aplikasi OneDrive di Mobile App, Klik Later.

@ Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
iOS and Android.

£

Get the mobile app

12. Kemudian klik Open my OneDrive folder.

) > i Gold Cloud Platform
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@ Microsoft OneDrive

Your OneDrive is ready for you

Back Open my OneDrive folder ‘

13. Kemudian akan ada 2 notifikasi yaitu pada saat proses singkronisasi dan selesai
singkronisasi seperti dibawah ini.

You are now syncing "Alex Wilber -
Marketing

You can edit files in "Al

Welcome to OneDrive
To view your files, review settings,
and manage all things OneDrive, just

Marketing". Click here to v click the cloud icon in the taskbar
fil below to access the Activity Center.

OneDrive

14. Hasilnya akan muncul seperti dibawah ini dengan simbol perusahaan dan nama dari

perusahaan atau organisasi kita, status semua Folder dan File otomatis Online-only (on-
demand).

| v <+ | Contoso
Home Share View

“- - 1 f > Contoso v U R Search Contoso

Name Status Date modified Type
v 3 Quick access

T . o
B Desktop Alex Wilber - Marketing

¥ Downloads

11/09/2020 6:20 File folder

= Documents

L S,

&= Pictures
Doc

D Music
System32

m Videos

» [k Contoso

@ OneDrive
@, OneDrive - Contoso
= This PC

& Network

M ICFOSOft Gold Cloud Platform
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Sync Sharepoint Document Library to your Computer
with Onedrive App

1. Signin ke https://portal.office.com kemudian klik SharePoint. Lalu pilih Site yang diinginkan.
Contoh dibawah yaitu memilih Site Sales and Marketing.

&3 Contoso Electronics SharePoint L Search & 7

+ Create site + Create news post

Following News from sites seeall
Retail
HR *
Sales and Marketing *

Sales and Marketing Sales and Marketing Sales and Marketing
Recent ) . . ) .

New International Marketing Marketing: New VPN Connection Marketing Lunch
Sales and Marketing * Initiatives Procedure

@ Miriam Graham s Allan Deyoung @ Alex Wilber
Contoso Web 1 w 3/7/2020 3/7/2020 3/7/2020
Retail *

A 1] 0
Communication site ¥

Frequent sites

2. Kemudian klik Documents, kemudian pilih Folder yang di singkronisasi, seperti contoh
dibawah yaitu memilih Folder Monthly Reports. Setelah itu klik Sync.

93 Contoso Electronics SharePoint 2 Search this library

Work @ Contoso ~ News Brand Executive Corner HR Operations Sales & Marketing

- % Followin
Sales and Marketing -
Public group R 20 members
Notebook -+ New ~ 7T Upload ~ [ Editin gridview 12 Share @ Copy link L Download -+ = AllDocuments ~ 5% &
Home
lDocuments > Monthly Reports I
Shared with us (1 Name Modified Modified By + Add column
Product List Australia Sales.xlsx March 6 MOD Administrator
Pages B9  Brazil Sales.xlsx March 6 MOD Administrator
Site contents Canada Sales xIsx March 6 MOD Administrator
Recycle bin B China Salesxlsx March 6 MOD Administrator
Return to classic SharePoint @ France Sales.xlsx March & MOD Administrator
" M icrosoft Gold Cloud Platform 15
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https://portal.office.com/

3. Padatampilan dibawah ini pilih Open Microsoft OneDrive.

Open Microsoft OneDrive?

https://m365x711021.sharepoint.com wants to open this application.

O Always allow m365x711021.sharepoint.com to open links of this type in the associated app

Open Microsoft OneDrive m.

Getting ready to sync...

We are connecting to OneDrive on your device. If
there is no response, you may need to get the
latest version of OneDrive.

4. Klik Sign in pada tampilan dibawah ini.

@ Microsoft OneDrive

Set up OneDrive

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

delev@m365x711021.0nmicro

Create account

oft.com

LFA
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5. Masukkan password kemudian klik Sign in.

& Microsoft OneDrive X

4 conToso demo

€ adelev@m365x711021.onmicrosoft.com
Enter password

LITTXTTT

Forgot my password

Sign in with another account

Sign in

Contoso

Terms of use  Privacy & cookies

Kemudian muncul tampilan dibawah ini yang menginformasikan mengenai lokasi Folder
yang akan dibuat. Bisa pilih Change location bila ingin, atau klik Next untuk menggunakan

lokasi awal.

@ Microsoft OneDrive X

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and
still have them on this PC.

Your Contoso folder is here
C:\Users\Hasani\Contoso\Alex Wilber - Marketing

Change location
Next

Mlcrosoft Gold Cloud Platform
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7. lalu klik Next 2 kali untuk langkah selanjutnya.

& Microsoft OneDrive X & Microsoft OneDrive

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder

Share files and folders

To let other people view or e: 1 share them. You can also work on

you

=3 =a
- -~
© © ° @
N -
¥
o o ®

Next
Back

8. Ada 3 status Folder atau File yang disingkronisasi yaitu Online-only (on-demand), On this

device, dan Always available. Secara awal semua file dan folder akan bersifat on-demand
terlebih dahulu. Lalu klik Next.

@ Microsoft OneDrive

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device

e © (]

Online-only On this device Always available
These files don't take up When you open a file, it Right-click a file to make it
space on this device, and downloads to your device available offline.
they download as you use 50 you can edit it while

them. you're offline

5
2

9. Opsitambahan untuk aplikasi OneDrive di Mobile App, Klik Later.
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® Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use O

n your phone or tablet. Available for

Back ’ Get the mobile app ILamJ

10. Kemudian klik Open my OneDrive folder.

@ Microsoft OneDrive X

Your OneDrive is ready for you

=
=
2 4
Back folder

11. Kemudian akan ada 2 notifikasi (di kanan bawah Taskbar) yaitu pada saat proses
singkronisasi dan selesai singkronisasi seperti dibawah ini.

You are now syncing "Sales and . B v
. " To view your files, re settings,
Marketlng B Monthly Reports and manage all things OneDrive
{ click the cloud icon in the tas
below to access the Activity Center.

12. Hasilnya akan muncul seperti dibawah ini dengan simbol perusahaan dan nama dari

perusahaan atau organisasi kita, status semua Folder dan File otomatis Online-only (on-
demand).

M' ft Gold Cloud Platform
icrosoft | <
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Bl v = | Contoso - X
Home View v 0

~ - 1 [ » Contoso * v O

Share
£ Search Contoso
Date modified

Name Status

Alex Wilber - Marketin =}
l Sales and Marketing - Monthly Reports [a) I

Type
~ st Quick access

B Desktop
¥ Downloads

File folder
File folder

14/09/2020 11:53
14/09/2020 11:55

b 4
o+
"= Documents »*
&= Pictures »
Doc
} Music
System32

B videos

> [ Contoso

> @ OneDrive
» @ OneDrive - Contoso
> ™ This PC

> ¥ Network

13. Masuk ke Folder Sales and Marketing — Monthly Reports, untuk melihat isi folder yang
sudah di singkronisasi.

| M = | Sales and Marketing - Monthly Reports - X
Home Share View v e
“~ « > Contoso » Sales and Marketing - Monthly Reports v D £ Search Sales and Marketing -...
Name Status Date modified Type
st Quick access
B Desktop - Australia Sales.xlsx 07/03/2020 14:27 XLSX File
~ Brazil Sales.xlsx O 07/03/2020 14:27 XLSX File
¥ Downloads » =
Canada Sales.x|sx [} 07/03/2020 14:28 XLSX File
= D t: o+ Y
ocuments China Sales xlsx fa) 07/03/2020 14:29 XLSX File
& Pictures » | France Sales.xlsx [a) 07/03/2020 14:29 XLSX File
Doc ~ Germany Sales.xlsx O 07/03/2020 14:30 XLSX File
D Music ~ India Sales.xlsx o 07/03/2020 14:31 XLSX File
System32 " Indonesia Sales.xIsx (@) 07/03/2020 14:31 XLSX File
B videos ~ ltaly Sales.xlsx o 07/03/2020 14:32 XLSX File
_ Japan Sales.xlsx [} 07/03/2020 14:33 XLSX File
i Contoso © Korea Salesxlsx [} 07/03/2020 14:33 XLSX File
@ OneDrive ~ Mexico Sales.xlsx [} 07/03/2020 14:34 XLSX File
~ Spain Salesxlsx O 07/03/2020 14:35 XLSX File
@ OneDrive - Contoso * Turkey Sales.xlsx o 07/03/2020 14:35 XLSX File
™ This PC © UK Sales xlsx ) 07/03/2020 14:36 XLSX File
~ USA Sales.xlsx &) 07/03/2020 14:37 XLSX File
¥ Network
. .
Manage OneDrive App on Windows 10
" Microsoft Gold Cloud Platform
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1. Klik kanan di ikon OneDrive App di kanan bawah taskbar seperti di bawah ini.

@ OneDrive is up to date

Contoso

USA Sales.xlsx

Available in Sales and Marketing - Month..
1 hour ago

UK Sales.xlsx
Available in Sales and Marketing - Month.

1 hour ago

Turkey Sales.xlsx
Available in Sales and Marketing - Month.

1 hour ago

Open your OneDrive - Contoso folder

Spain Sale!

Available in

Open your Contoso folder
1 hour ago

. Settings
Mexico Sal
Available in | View online
1 hour ago
Pause syncing
Korea Sale
Available in | Manage storage
1 hour ago
Get help
Japan Sale|
Available in
1 hour ago

Send feedback

Close OneDrive

2. Kemudian bisa pilih Pause syncing jika dirasa koneksi internet sedang tidak stabil, seperti
dibawah ini. Pilihan yang ada ialah 2 jam, 8 jam dan 24 jam, setelah interval waktu tersebut

proses singkronisasi akan dilanjutkan kembali secara otomatis.

@ OneDrive is up to date

Contoso
USA Sales.xlsx
Available in Sales and Marketing - Month...
1 hour ago
UK Sales.xlsx
Available in
1 hour ago Open your OneDrive - Contoso folder
Turkey Sal Open your Contoso folder
Available in .
1 hour ago Settings
. View online
Spain Sale;
Available in
1 hour ago
Mexico Sa
Available in
1 hour ago
Korea Sale
Available in| Manage storage
1 hour ago
Get help
Japan Sale
P‘ ) Send feedback
Available in
1 hour ago
Close OneDrive

3. Atau bisa memilih klik Settings untuk pengaturan lainnya, seperti gambar dibawabh ini.
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@ OneDrive is up to date

Contoso

USA Sales.xlsx
Available in Sales and Marketing - Month
hour ago

UK Sales.xlsx
Available in Sales and Marketing - Month
1 hour ago

Turkey Salesxisx
Available in Sales and Marketing - Month
1 hour ago

Open your OneDrive - Contoso folder

Open your Contoso folder

Available in | View online
1 hour ago

Pause syncing
Korea Sale
Available in
1 hour ago

Manage storage

Get help

Japan Sale
Available in

1 hour ago

Send feedback

Close OneDrive

4. Ditab Settings ada informasi Umum, Notifikasi dan Files on-Demand seperti gambar
dlbawah Inl' @ Microsoft OneDrive X

Settings Account Backup Network Office About
General

Start OneDrive automatically when I sign in to Windows

Automatically pause sync when this device is in battery saver mode

Automatically pause sync when this device is on a metered network

Notifications

Warn me before removing files from the cloud

Notify me when sync is auto-paused

Files On-Demand

Save space and download files as you use them
More info

5. Ditab Account ada informasi mengenai status kapasitas OneDrive, berikut dengan status

akun / folder mana yang saat ini sedang di singkronisasi.

i ft Gold Cloud Platform
WW M ICroso Gold Cloud Productivity

Partner Gold Application Development
Gold Collaboration and Content
BE Microsoft | Gold Small and Midmarket Cloud Solutions



@ Microsoft OneDrive X

Settings Account Backup Network Office About
OneDrive - Contoso (AdeleV@M365x711021.0nMicrosoft.com)

18 MB of 5.120 GB cloud storage used Add an account

Manage storage Unlink this PC

3 locations are syncing
OneDrive - Contoso
8 KB used on this PC Choose folders Stop sync

Alex Wilber - Marketing

0KB Choose folders Stop sync

Sales and Marketing - Monthly Reports

0 KB Choose folders Stop sync

OK Cancel

6. Ditab Backup kita bisa menyingkronisasi Folder Desktop, Documents dan Pictures dengan

mengklik Manage Backup.

@ Microsoft OneDrive X

Settings Account Backup Network Office About
Important PC Folders
Back up my files in the Desktop, Documents, and

Pictures folders to OneDrive, so they're protected
and available on other devices.

OK Cancel

7. Kemudian kita bisa memilih antara 3 folder dibawah yang ingin kita singkronisasi. Termasuk

sisa kapasitas Onedrive setelah melakukan singkronisasi, kemudian klik Start backup.

& Microsoft OneDrive >

Manage folder backup

Selected folders will sync in OneDrive. 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.
L] L] ]
o L]
= S
Desktop Documents Pictures
O KB O0KB 352KB
Space left in OneDrive after selection: 5.120 GB

MICFOSOft Gold Cloud r:mmun

LFA fre
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8. Ditab lain pada menu Setting ada tab Network untuk membatasi kecepatan unggah dan

unduh.
@ Microsoft OneDrive X
Settings Account Backup Network Office About
Upload rate
() Adjust automatically
(®) Don't limit
Ouimitto: 125 KB/s

Download rate
(®) Don't limit
OLlimitto: 125 KB/s

Learn how to change upload and download rates

24
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Share Folder / File and Manage Permission

1.

2. Klik Anyone with the link can edit untuk memilih permission yang lainnya .

3. Klik Anyone with the link can edit untuk memilih permission yang lainnya .

Pada tampilan OneDrive via browser dibawah ini pilih Folder (atau file) yang ingin dibagikan,

kemudian klik ikon bagikan seperti dibawah ini.

o S5

Adele Vance 12 Share @ Copylink £ Requestfiles < Download [i] Delete =0 Rename --- 1= sort v X 1selected

B3 My files

T .

D Recent Files

& Shared

% shared libraries [ Name Modified Modified By File size Sharing

Discover

@ Recycle bin
B°  Contoso Purchasing Data - Q1.xlsx © Marché Adele Vance 0.0 KB Private
@ Contoso Purchasing Permissions - Ql.docx ©  March 6 263 KB Private
@ Employee Engagement Plan.docx March 6 Adele Vanca 731K Private
B Inventoryxsc March s Adele Vance 04K8 Private
@)  New Product Presentation.pptx March 6 Adele Vance 480 K8 Shar

Get the OneDrive apps @3 New Product Pricing.docx March & Adele Vance M3k # Shared

Return to classic OneDrive .
B  New Products Pricing.pptx March & Adele Vance 504 KB Private

Send link .

Anyone with the link can edit >

knter a name or email address

~

Add a message (optional)

@

Copy link Qutlook

Link settings

Who would you like this link to work for?

<

\é\ Anyone with the link

:\%) People in Contoso with the link
:/_;Fg\] People with existing access

@ Specific people

Other settings

Allow editing

Set expiration date X

EI Set password

Apply Cancel

bwoetiang Microsoft. | sugenn

Pa rtner | coldappication beveiopment
FA Gold Collaboration and Content

8% Microsoft Gold Small and Midmarket Cloud Solutions
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4. Contoh dibawah ini memilih permission Specific people - pilih Allow editing = klik Apply

Link settings

x

Who would you like this link to work for?

Learn more
(@) Anyone with the link

I:@) People in Contoso with the link

Allow editing

5. Ketik nama dari penerima kemudian klik Send.

Send link

People you specify can edit >

a\exM

@

L Search directory

Alex Wilber
Marketing Assistant

> B
Copy link Outlook

6. Untuk melihat dan mengatur Folder (atau File) yang sudah pernah dibagikan bisa pilih Folder

Cancel

Send link

() People you specify can edit >

‘ﬁ Alex Wilber X

hdd another

Add a message (optional)

@ &
Copy link Outlook

(atau File) yang bersangkutan, kemudian klik titik tiga, klik Manage access.

Sl -
Adele Vance 12 Share @ Copylink EJ Requestfiles & Download [i] Delete =B Rename 1= sort v X 1selected = v
B3 My files

C .
D Recent Files
& Shared Share
WY Shared libraries [N Name Copy link lodified By File size Sharing
8 b (] 5 Private =g Request files dele Vance 1 ftem & Shared
Contoso Purchasing Data - Q1.xlsx 200KB Privat
X Download
@ Contoso Purchasing Permissions - Q1.docx @ Hele Vance 263K8 Private
Delete
@] Employee Engagement Plan.docx Hele Vance 731 KB
Fey 92d Move to
B Inventory.xlsx Copyto dele Vance 104 K8 Private
@:] New Product Presentation.pptx Rename Jele Vance 480 KB A Shared
. . 5
Get the OneDrive apps @ New Product Pricing docx Automate ? Jele Vance 713K8
Return to classic OneDrive Details

Microsoft
Partner

8% Microsoft

) P
K onnectiond

LFA

Gold Cloud Platform
Gold Cloud Productivity

Gold Application Development

Gold Collaboration and Content
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7. Akan ada informasi mengenai siapa saja yang mempunyai akses ke Folder tersebut seperti
gambar dibawah ini. Klik titik tiga di samping tulisan Copy untuk informasi berikutnya.

—— @ !
= x

Adele Vance Copy link Request files Download Delete =D Rename 4 Private
B3 Myfiles
Manage Access
Ll Files
£ Sharec
W Shared libraries Name Modified Modified By DU clipem© £ Share
) Dis T
h (] Private : ele Vanee o~ ’
= Dl \\RF_/ https://m365x711021- Copy
B Ci 50 P asing Data - Q1 People you specify can edit
@ asing Pe o Y &
@ ) lal & Direct access © -+
a entor
ra Ade_‘\e Vance Owner
Retail Manager
ent
ERLE @: Pricing
Advanced
e > classi e

8. Bisa me-remove semua permission yang ada dengan mengklik tanda X di samping tulisan
Copy. Untuk permission bisa diubah kembali menjadi read only saja dengan memilih Can

view seperti dibawah ini. Kemudian klik Save.

Gl

Adele Vance

B Myfiles
Recent

£ Shar

It Shared libraries
Di
F cle bin

m Copvlink

Files
Name
(] Private
1] asi
V] asil nissi
o Em M t
0 &
New Prodt e t
o I [ .d
New L 19,

Request files

v Download

Modified

Delete Rename

& Manage access X
Qﬁ/\ https;//m365x71102 Copy
Peaple you specify can edit
Modified By Link settings

a

& Canedit

Can edit
Make any changes

2 Can view
Cannot make changes

Specify people for this 1in
e Alex Wilber %
Marketing Assistant
l l
——

Gold Cloud Platform
Gold Cloud Productivity

Microsoft
Partner

8% Microsoft

Gold Application Development
Gold Collaboration and Content

Gold Small and Midmarket Cloud Solutions
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9. Kemudian akan informasi bahwa perubahan link yang ada akan berimplikasi ke semua

penerima yang mempunyai link tersebut, klik Change it.

Are you sure you want to
change the link setting?

This will affect everyone who uses the link.

10. Hasilnya akan seperti dibawah ini dimana permission menjadi read only saja.

_—

Adele Vance
B3 My files
O Recent
& Shared

W%  Shared libraries

@ Discover
& Recycle bin

Get the OneDrive apps

Return to classic OneDrive

s

Adele Vance

B3 My files

O Recent

& Shared

W%  Shared libraries
& Discover

& Recycle bin

Get the OneDrive apps

Return to classic OneDrive

12 Share

Files

@ Copylink 3 Requestfiles L Download [i] Delete
Name Modified
Private 1= March 6

Contoso Purchasing Data - Q1.xlsx

Contoso Purchasing Permissions - Q1.docx ©
Employee Engagement Plan.docx Marc
Inventory.xlsx March 6
New Product Presentation.pptx Mar
New Praduct Pricing docx March 6

New Products Pricing pptx

=P Rename

Modified By

Adele Vance

12 Share 2 Copylink EJ Requestfiles & Download [i] Delete =B Rename

Files

Name

Private = March &
Contoso Purchasing Data - Q1.xlsx S March
Contoso Purchasing Permissicns - Q1.docx @ March 6

Employee Engagement Plan.docx Mar
Inventory.xlsx Mar

New Product Presentation.pptx

New Product Pricing.docx March 6

Mew Products Pricing.pptx Mar

Modified

Modified By

Adela Vance

£~ Manage access X

https://m365x71102... | Copy = X

People you specify can edit

Link settings

2% Canview ~

This link works for

Specify people for this link

Alex Wilber
Warketing Assistant

Save Discard

T private «
Manage Access
@ Links giving access & & Share
| https://m365x711021-. ‘ Copy ‘
People you specify can view
&
A, Direct access @ +
Adele Vance o
Retail Manager wner
Advanced

LFA

Microsoft
Partner

8% Microsoft

Gold Cloud Platform
Gold Cloud Productivity

Gold Application Development

Gold Collaboration and Content

Gold Small and Midmarket Cloud Solutions
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11. Cara untuk berbagi Folder / File pun bisa dilakukan dari Komputer yaitu di Windows Explorer.

Klik kanan pada folder yang ingin disingkronisasi, kemudian klik Share.

| & < | OneDrive - Contoso
Home Share

st Quick access
I Desktop
¥ Downloads
= Documents
&= Pictures
Doc
b Music
System32
B videos

fi Contoso
@ OneDrive
@, OneDrive - Contoso
% This PC

¥ Network

View
- « 1 @ > OneDrive - Contoso

Name

Private

~ Contoso Purchasing Data - Q1.xlsx

.| Contoso Purchasing Permissions - Q1 I. Share

Employee Engagement Plan

~ Inventory.xlsx

" New Product Presentation.pptx
New Product Pricing

~ New Products Pricing.pptx

.| Product Marketing Info
Proposed_agenda_topics

~ QT1000 Marketing Plan.pptx

© QT9001 International Marketing.xlsx

~ Timesheet_AdeleV.xlsx
ZT6006 Major Selling Points

X
v D £ Search OneDrive - Contoso
Open pe
Open in new window
le folder
Pin to Quick access .
LSX File
ffice Open
View online ffice Open
~ Always keep on this device LSX File
Free up space PTX File
ffice O
f Scan with Microsoft Defender... e bpen
PTX File
Give access to > ffice Open
Restore previous versions ffice Open
Include in library > PTX File
Pin to Start LSX File
Send to > Px File
ffice Open
Cut
Copy
Create shortcut
Delete
Rename

12. Akan muncul seperti tampilan dibawah. Kemudian kita bisa mengatur permission dan

penerimanya. Kemudian bisa kembali ke langkah nomor 2 diatas, dan ikuti langkah — langkah

selanjutnya.
| U = | OneDrive - Contoso
o o e
- « /> @ > OneDrive - Contoso
Name
s Quick access
B9 Deskiop Private
~ Contoso Purchasing Data - Q1.xlsx

¥ Downloads 9

‘= Documents

. Contoso Purchasing Permissions - Q

Employee Engagement Plan

@ Share "Private”

Send link

Private

Anyone with the link can edit >

Enter a name or email address

S Pictures _ Inventory.xlsx
Doc ~ New Product Presentation.pptx
D Music New Product Pricing Add 2 message (optional
System32 ~ New Products Pricing.pptx
B videos Product Marketing Info m
| Proposed_agenda_topics
# Contoso " QT1000 Marketing Plan pptx
@ OneDrive | QT9001 International Marketing.xlsx o
Timesheet_AdeleV.xlsx <) e
# OneDrive - Contoso ZT6006 Major Selling Points
. Copy link More apps
= This PC
¥ Network
<
14 items 1 item selected ~ Always available on this device

x
@

e - Contoso

Type

File folder
XLSX File
Office Open }
Office Open }
XLSX File
PPTX File
Office Open 3
PPTX File
Office Open 3
Office Open }
PPTX File
XLSX File
XLSX File
Office Open 3

M Icrosoft Gold Cloud Platform

7, Gold Cloud Productivity

LF‘ A Partner

B Microsoft

Gold Application Development
Go

boration and Content

all and Midmarket Cloud Solutions
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