
Monday Tuesday Wednesday Thursday Friday

Set up your access to LinkedIn 
Learning and OneDrive

Working with documents Finding documents in your 
OneDrive

Organising your OneDrive Working collaboratively

Activity: Activate your LinkedIn 

Learning account

Create a new file in OneDrive

(49s)

Activity: Create a document listing 

your upcoming classes next week

Activity: Create one or more 

folders to store documents related 

to your upcoming classes

Share a file in OneDrive

(1m 20s)

Activity: Log into your University of 

Reading Microsoft 365 account

Saving an Office file to OneDrive

(54s)

Search content in OneDrive 

(1m 39s)

Move documents from folder to 

folder

(46s)

Co-author a document in OneDrive

(38s)

Optional activity: Set a learning 

goal in LinkedIn Learning and link 

your account to your LinkedIn profile

Upload a file to OneDrive 

(1m 2s)

Activity: Search for the title of the 

document, and then the title of one 

of your classes using the OneDrive 

search

Sort OneDrive library contents 

(1m 9s)

Activity: Share the document you 

created this week with a classmate 

or colleague – ask them to make 

changes to your document

Activity for Staff: Learn more 

about choosing between storage 

options in OneDrive and Teams at

the University of Reading

Delete a file in OneDrive 

(24s)

Sync OneDrive files to your desktop

(2m 22s)

Change Library views in OneDrive

(1m 5s)

Access files shared with you or by 

you

(1m 2s)

If you are a new student, start by 

completing both stages of enrolment 

to set up your IT account

Restore a file in OneDrive 

(57s)

Mac users: Read this support 

article on syncing OneDrive files

Pin a shared library

(1m 17s)

Activity for Staff: Access your 

OneDrive Library within Teams 

(49s)

Make the most of cloud storage with OneDrive
Set aside 5 minutes each day for a week to learn how to use OneDrive at the University of Reading 
– whether you’re new or have been using OneDrive for a while, we’ve gathered top tips below. 

Don’t worry if you miss a day — you can always catch up tomorrow.

https://www.reading.ac.uk/digital-technology-services/in-learning
https://www.reading.ac.uk/digital-technology-services/in-learning
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fcreate-a-new-file-in-onedrive%3FautoAdvance%3Dfalse&shareId=390b010a-9a9d-4bd4-a3b9-b6fb438674cb
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fshare-a-file-in-onedrive%3FautoAdvance%3Dfalse&shareId=00ebb68f-fb1c-49be-9cf5-3e7954d2c149
https://www.reading.ac.uk/digital-technology-services/service-catalogue/office-365
https://www.reading.ac.uk/digital-technology-services/service-catalogue/office-365
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fsaving-an-office-file-to-onedrive%3FautoAdvance%3Dfalse&shareId=a23061d3-eb22-4182-ae57-c79f055c9042
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fsearch-content-in-onedrive-22882740%3FautoAdvance%3Dfalse&shareId=5c5438b3-5703-44d9-857f-c8133da1e88b
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fmove-documents-from-folder-to-folder%3FautoAdvance%3Dfalse&shareId=ef510c9f-4eaf-4ebf-8836-980d591009c7
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fmove-documents-from-folder-to-folder%3FautoAdvance%3Dfalse&shareId=ef510c9f-4eaf-4ebf-8836-980d591009c7
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fco-author-a-document-in-onedrive%3FautoAdvance%3Dfalse&shareId=0e5f3227-64aa-44b6-8dbe-386f3560ff70
https://learning.linkedin.com/content/dam/me/learning/en-us/pdfs/Connecting-your-LI-profile.pdf
https://learning.linkedin.com/content/dam/me/learning/en-us/pdfs/Connecting-your-LI-profile.pdf
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fupload-a-file-to-onedrive%3FautoAdvance%3Dfalse&shareId=33fc9e3f-dde1-4ad0-a5c1-e15fd17ef6a3
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fsort-onedrive-library-contents%3FautoAdvance%3Dfalse&shareId=8b2344e8-a392-4e38-bc76-2fd69e75a95f
https://www.linkedin.com/learning/microsoft-365-choose-the-right-tool-for-the-job/store-and-share-files-onedrive-sharepoint-or-teams?u=83824434
https://www.linkedin.com/learning/microsoft-365-choose-the-right-tool-for-the-job/store-and-share-files-onedrive-sharepoint-or-teams?u=83824434
https://blogs.reading.ac.uk/itsnews/2024/03/11/storing-files-in-onedrive/
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fdelete-a-file-in-onedrive%3FautoAdvance%3Dfalse&shareId=3df795b9-e2fb-47a7-b632-f15ea53818b0
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fsync-onedrive-files-to-your-desktop-22881744%3FautoAdvance%3Dfalse&shareId=17b19d68-5d2f-4aeb-bbad-3e6b75f11258
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fchange-library-views-in-onedrive%3FautoAdvance%3Dfalse&shareId=c6544607-ee86-4579-a18d-11c503c727a3
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Faccess-files-shared-with-you-or-by-you%3FautoAdvance%3Dfalse&shareId=548eeb2c-e616-4fde-98aa-4b8c57531c8e
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Faccess-files-shared-with-you-or-by-you%3FautoAdvance%3Dfalse&shareId=548eeb2c-e616-4fde-98aa-4b8c57531c8e
https://www.reading.ac.uk/essentials/Welcome/Enrolment
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Frestore-a-file-in-onedrive%3FautoAdvance%3Dfalse&shareId=fab8af3b-2cdd-438b-abe8-955d158dfee9
https://support.microsoft.com/en-us/office/sync-files-with-onedrive-on-macos-d11b9f29-00bb-4172-be39-997da46f913f
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Fpin-a-shared-library%3FautoAdvance%3Dfalse&shareId=51e46f23-bfc6-4c50-90c1-119a2fb0a4bf
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Faccess-your-onedrive-library-within-microsoft-teams%3FautoAdvance%3Dfalse&shareId=2c10a361-4ec8-4b70-a733-abf93be87267
https://www.linkedin.com/learning-login/share?account=83824434&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fonedrive-quick-tips-2021%2Faccess-your-onedrive-library-within-microsoft-teams%3FautoAdvance%3Dfalse&shareId=2c10a361-4ec8-4b70-a733-abf93be87267
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