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This instruction contains only some basic usages. Please refer to Microsoft OneDrive help center
for more information and free training.

1. Accessing your CHC OneDrive

1. Log in to your CHC Office 365 account via www.chc.edu.au, click on the Portal link and
then Office 365 button.

PORTAL

LIBRARY MYCHC

2. Once you logged in, click on OneDrive.

Good morning P
Apps /
ﬂ“‘ Mail I& OneDrive m | word m Excel E PowerPoint

nf Teams m°] Class Notebook E‘ Sway EJ Forms n Admin

Explore all your apps —
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2. Uploading files

1. To upload a file, either click on Upload at the top and browse to where your file is
located or simply drag your file to the area that says Drag files here to upload.

Office 365 OneDrive

O Search + New T Upload o° Flow 23 Sync

~\

Name T

Files
Moadified Modified By File Size Sharing
Attachments

Email attachments.

Notebooks
Groups bring teams together.
Join one or create your own. Screenshots
@] Bookxlsx
@]  Booklxisx

@] Document.docx

@) Login scriptdocx

)

Drag files here to upload

2. You should see a message like the one below on the right top corner.
o |= Sort ™ H ®
Uploaded 1 item to Files X

3. Please note that when a file is stored on your OneDrive, AutoSave is enabled.

[ Calibri (Body) ~ |11 ~| A A 7

Paste . g 7 11 - abe w w»* | /0. 23f

If you do not wish to save automatically (such as Templates or Forms), you can turn
AutoSave off by sliding the On button for a particular file. To save changes, you will need
to click on Save button if AutoSave is turned off.

The default for AutoSave is to always be On for files that are on the cloud (OneDrive).
However, if you turn AutoSave off for a file, the program (e.g. Word) will remember and
will keep it off every time you reopen that file. If you switch it back On for a file, it will

remember to keep it on for that file.
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3. Sharing your files

1. You can also share files with CHC staff and other CHC students. Select the file you wish to
share in your OneDrive.

B8] Book1.xlsx
@] Document.docx
@] Login script.docx

@ @] OneDrive - Test.docx :  Afew seconds ago

4. The top menu changes and gives you more options for the file that you have just
selected. Click on Share.

@ Open v |2 Share @ Copylink & Download [i] Delete 53 Mo
Files
Name T Modified
#  Attachments

Email attachments
Notebooks
Screenshots

@]  Bookxisx

@] Book1.xsx

@] Document.docx

8] Login script.docx

@ @] OneDrive - Test.docx i Afewseconds ago
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5. Please select who you wish to share your file with.

Option 1: Leave the default option Only People in Christian Heritage College with the
link can edit selected. Your file will be shared with staff and students within the college,
who are given the link.

@ Open v |2 Share @ Copylink ¥ Download [i] Delete 53 »

. Send Link o 5%
F| |es OneDrive - Test.doox

v

Nan ‘@ Only peogle in Ci?nstian H.eritage ) Sdified
College with the link can view and edit.

Atti

= oEm;
M Not )
M Scre
8] Boc
8] Boc o ﬂ?
Copy Link Outlook
8] Do¢

8!  Login script.docx

@ &) OneDrive - Test.doc i Afewseconds ago

Option 2: Click on the down arrow as below and select Specific people from the list.

Link settings X

{ Letter test.docx

Who would you like this link to work for?
Learn more

Anyone

People in Christian Heritage
College

People with existing access
Specific people v

o

Other settings

Allow editing

Apply Cancel
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6. Type in the name or email address of the person you wish to share your document with
and select the right person.

Send Link e X

OneDrive Test...ocument.doox

Only the people you specify will have
access to edit.

QB0 che edu.au

-

N chcr
VA CHCIT Support

@ W

Copy Link Outlook

7. Add a message under the email address (optional). Click Send.

Send Link o 5C

OneDrive Test...ocument.docx

Only the people you specify will have
access to edit.

N cherr X |

@

d—
EN —
0%

Copy Link Outlook
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8. You will receive a message that the link to the document has been sent.

Link to 'OneDrive T..ument.docx' sent

9. The Sharing status for the file will change from Only you to Shared.

&£ Shared ’

@] OneDrive - Test.docx {12 minutes ago 11.9KB

10. The person whom you have shared the document with will receive an email notification
like the one below. Click Open. (They will need to log in to their CHC Office 365 account
to be able to open the shared document).

Test sharing a document with a specific people in CHC.

This link only works for the direct recipients of this message.

—| OneDrive - Test
— | Last modified 11/7/2017 6:48:21 PM

Bl <«—

BY Microsoft OneDrive

Microsoft respects your privacy. To learn more, please read our Privacy Statement.
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052
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11. They can also find the same shared document in Shared with me in their CHC OneDrive.

Office 365 OneDrive

/D Search

Emi Hill Shareu

Files
Recent

Shared with me ’

Discover

R & &

Recycle bin
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4. Stopping sharing your files
1. Click on Shared.

@)  OneDrive - Test.docx i 12minutes ago Your name 11.9K8B uQShared’

2. Click Stop sharing.
EEPYN 2, Grant Access X
@ Test.docx

Manage Access

Stop sharing’

@ Links Giving Access ©

https://christianheri... Copy

People in Christian Heritage College with the link
can edit

& Direct Access ©

Your name
C-Illl T—IIII Owner
3. Click Stop sharing again in the window that pops up.
Stop sharing? X

This will delete all links giving access to this item and remove all
people with direct access except for owners.

Stop sharing Cancel

4. The Sharing status change it to Private.

@) Testdocx

58

March 25 11.9 K8 Private <

@
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5. Copying link to your Assessment File into Turnitin
(Moodle)

1. You can also copy link to your assessment file and paste it into Turnitin.
Select the file you wish to copy the link for.

Screenshots ily 12, 201
lol  Academic-Integrity.pdf August
< !
® @] “OneDrivedox : A few seconds ago

testJPG

2. Select Copy link.

OneDrive

@ Open v |2 Share @ Copylink ¥ Download [i] Delete 53 Move
Files \

) Name Modified

@ Attachments

Email attachments
Notebooks
Screenshots
Academic-Integrity.pdf August
o
(] (v] One_Drive.docx : 11 minutes ago

test.JPG

January 8

53

3. The link has been copied. Leave the default option People in Christian Heritage College
with the link can edit selected.

@ X
Link to 'One_Drive.docx' copied

ttps://christianheritagecollege-my.sharepoint.c

@ People in Christian Heritage College with
the link can edit
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4. Once your assessment file has been uploaded, go to the Assessment Information page
of your Unit in Moodle.

Onceitis up loaded, go back to Moodle and
Find the assessment link on your Moodle unit
page — click at any time to view or submit.

It should ble under the heading (as per the example below):

‘Oqline submission of assessments via Turnitin’.
J

Oniine submission of assessments via Turnitin

Assessment | - Postings on Moodle (200 words each)

800 wqealy Posting 1orums = e Lop sectons below

You & 3 ONE of e 1exis described samer n Tus culine. Then, you Gence of your sty o
WP N3 S 1ECT LOON The CONCEDLS Tamed Dy T SUINO! Qenaraly and then 3 D® yOul DRI Fine acton wit
CI IC WTING YOUr PADer MUSE COVEr TY0R 3185 - 560 ASSESEMENt DOOKS! 10r Aurther IMACEmAton

chc.edu.au

5. The Submission status page should then be visible.

The ‘Submission status’ page should then be visible.

BZ202 - Financial Management
\

[ Turn-it-in Portal for BZ202 Assessment Task 1 - option a)
 S———
M;;n.-on tatus
/ \
[ Sehenwen st \ o
| | e e
|
\ . et /' ey 3 Denes -
- ' /
\ /
N

chc.edu.au
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6. Check the Submission Status bar.

The submission status bar should tell you:

* if you have submitted your assessment
* the ‘Grading status’

* the ‘Due date’ (how long until it is due or if it is
overdue)

* the ‘Time remaining’ — until your assessment is
due (it counts down till the due date)

CHC

7. Click on Add submission button to submit your assessment.

Under the status bar is the ‘Add submission’ button. Click
here to submit your assessment.

BZ202 - Financial Management

\
1
|

Mavrymtee Turn-it-in Portal for BZ202 Assesament Task 1 - oplion a)

Submition statue

CHC =

chc.edu.au
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8. Paste the copied link to your assessment file in the Online text box.

Two boxes will be available: Online text and File submissions
TEST ASSESSMENT AMY '

CI*C Copy a link to the finished assessment into the ‘Online text’ box.

9. Click on Save changes.

Click on ‘Save changes’. The ‘Submission status’ should change to say:
Draft (not submitted).

Submission status

-

When you are ready, click on ‘Submit Assignment’ then you will be
CI*C UNABLE to edit/change your assessment. This will then be ‘Submitted’.

chc.edu.au
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10. You will be asked to check the submit assignment plagiarism statement and then click
continue.

Then you will be asked to check the submit assignment
plagiarism statement and then click continue.

CHC

chc.edu.au

11. The submission status changes to Submitted for grading.

Once thisis done, the following screen should appear:

The words ‘Submitted for grading’ should be highlighted in green as in the above pic.
This is then completed and your assessment is submitted, you should also receive an
email to your CHC email account stating that you have submitted your assessment. You
can still view your assessment.

chc.edu.au
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12. Requirements for the confirmation of submission are:

Confirmation of submission

* You require 2 things to verify that you have correctly submitted your
assessment. If any one is missing, it is not correctly submitted.

* 1. An email that says you have submitted an assessment.

* 2. The grading summary changes to ‘Submitted’ (the line will be
green). e ;

CHC

fo
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6. Copying the document link to Email

1. You can also copy link of your file and paste it into your email. Select the file you wish to
copy the link for.

Screenshots 7
ol Academic-Integrity.pdf August 7
Q@ o _\'One_Drive.dOO( : A few seconds ago
test.JPG January 8

2. Select Copy link.

OneDrive

@ Open |2 Share @ Copy link 4 Download [i] Delete 53 Move

Files \

[ Neme Modified

Attachments
Email attachments
Notebooks
Screenshots
Academic-Integrity.pdf
N
®@ ] ~“OneDrivedocx : 11 minutes ago

test.JPG

R

January 8

3. Option 1: Leave the default option People in Christian Heritage College with the link
can edit selected. Your file will be shared with all staff and students within the college,
who are given the link.

X
s @

Link to '‘One_Drive.docx' copied

ttps://christianheritagecollege-my.sharepoint.c

@ People in Christian Heritage College with
the link can edit

i A
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4. Option 2: You can also specify people to share the link with. Click on the down arrow as

below.
© X

Link to 'One_Drive.docx' copied

v

https://christianheritagecollege-my.sharepoint.c

@ People in Christian Heritage College with

the link can edit l

>

5. Select Specific people from the list

Link settings

Letter test.doox

Who would you like this link to work for?
Learn more

Anyone

Pecple in Christian Heritage
College

People with existing access

Specific people \ v

Other settings

Allow editing

Apply Cancel

16| Page
Updated on 14 Apr 2021



CHC

6. Type in the name or email address of the person you wish to share your document with
and select the right person.

¢

Link settings

One_Drive.docx
Who would you like this link to work for?
Anyone with the link

People in Christian He...itage
College with the link

People with existing access

Specific peop% v

s111111@chc.edu.au X
i CHC Student
Y Student Millis

e e

Apply Cancel

7. Tick Allow editing if you wish to allow them to edit your document or untick it if you
don't want them to be able to edit it. Click Apply.

<

Link settings

One_Drive.docx

Who would you like this link to work for?

Anyone with the link
People in Christian He...itage

College with the link

People with existing access
Specific people v

CHC Student X

Other settings /

Allow editing

© Block download ®

m Cancel

8. Go to your email and past the link.

Updated on 14 Apr 2021
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9. Restoring a previous version of your files

OneDrive allows you to restore a previous version of the file.

1. Select your file in your OneDrive.

@ Open ¥ |2 Share @ Copylink ¥ Download [i] Delete 53 Moveto

Files
[2 Name Modified
@ Attachments July 1
@ Email attachments September 21, 2017
@ Notebooks January 27, 2017
@ Screenshots July 12, 201

\ o) Academic-Integrity.pdf August 7

© &) OneDrivedox September 12

B

testJPG January 8

2. Click on the three dots next to your file name, then click on Version History.

Notebooks Open n

Preview
B  Screenshots L

. Share
1o+ Academic-Integrity.pdf A

Copy link

@ @] OneDrivedocx - 8
Download

testJPG Delete
Move to
Copy to
Rename
Flow

‘ Version history

Details

18| Page
Updated on 14 Apr 2021



CHC

3. The Version History window opens.

4. It gives you the version number, the dates when the file was modified and the name of
the person who modified.

=]

Version History ="

Version Modified Date Modified By Size

Just now Emi Student

5. Click on the three dots of the version that you with to restore and select Restore.

Version History

Version Modified Date Modified By Size
Just now Emi Student 567 KB
1.0 Sep 13 S Emi Student 570 KB
Restore «"
Open File

Delete Version

6. The restored file shows up as the latest version in Version History.
Open your file by clicking the latest date/time in Version History or in your OneDrive. In
this example, the file as at 13 Sep was restored and is now the latest version.

X

Version History

Version  Modified Date Modified By Size

3.0 Just now Emi Student 570 KB
0 2m ago Emi Student 567 KB

1.0 Sep 13 Emi Student 570 KB
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