OneDrive and SharePoint Tasks
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|I Exercise 3

* Save this presentation into your
onedrive folder

* Add this as a favourite
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Exercise 4

* Open your MY DAY file

* Add what you would like to have for
lunch

* Save this file

* Share this file with
Andrea@acatalyst.onmicrosoft.com
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The completed HR Policy document

Your To Do list

The latest Project Plan

Company Newsletter

Holiday Photos

The draft proposal you and your colleague are
working on

I Exercise 5
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* In Groups discuss the following
scenarios and whether you would save
them in OneDrive or SharePoint





image6.tmp
I Exe rci se 6 1. Navigate to the SharePoint site using the link
provided
Enter the username and password given
3. Upload the file you created this morning to the
document library

»

https://acatalyst.sharepoint.com/sites/Traini
ngCourses/SitePages/CollabHome.aspx

https://bit. IY/3 BXWd ZO





image7.tmp
I Exe rci se 7 1. Open the Collaboration Document

2. Type in your name and your favourite animal

https://acatalyst.sharepoint.com/sites/Traini
ngCourses/SitePages/CollabHome.aspx

https://bit. IY/3 BXWd ZO
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Exercise 1

* Create a new document in Word,
Spreadsheet in Excel or Presentation in
PowerPoint

* Enter what you had for breakfast or
would have liked to have had for
breakfast

* Save this document in OneDrive as MY
DAY
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Exercise 2

* Groupwork In groups take 10 minutes to discuss the benefits of using
OneDrive
* Are there any drawbacks to using OneDrive?
* We will come back together and talk about the results





