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1. Introduction

This manual explains the basic functions and use of OneDrive for students.
Please make use of it for your purposes.

7. About OneDrive

There are conditions and restrictions on the use of OneDrive. Please read them carefully.

2-1 Overview

OneDrive is an online storage service provided by Microsoft 365. You can do the same thing
with Google Drive, Dropbox, and iCloud, among other services.

It has *100 GB of storage capacity and can store a variety of files. There is a sharing
function, and you can share the files and folders you specify with others.

*From June 2025, the data capacity will be 100 GB.

2-2 Shared Settings with Faculty and Outsiders

Files and folders are set up for sharing between students only. Files cannot be shared by
students with faculty.
This is the same for people outside the university.

2-3 Transferring Data Between Individuals

Files on OneDrive are stored in your account.
When an account is disabled due to graduation or withdrawal, or other reasons,

even other people with whom you shared the files cannot be accessed it.

For this reason, save the files on your PC or other device in advance as necessary.

2-4 Support Policy

Support in the ICT Office is limited to login questions and technical troubleshooting.
Since individual explanations and answers to inquiries will be best-effort support, like the
services provided free of charge on the Internet, if problems occur, please check this
manual first to see if you can solve it yourself.

Due to certain factors, there have been reports of the data saved suddenly disappearing.
As emergency preventive measures, we recommend regular backups and updating to the
latest software.

It is technically impossible for the ICT Office administrator to access an individual's account
to save or modify files.
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3. How to Access OneDrive

It is prohibited to submit a report or other work by sending a link to a file on
OneDrive that has been set up as a share setting.

We do not allow students to set up sharing on OneDrive with faculty.

Due to incorrect file sharing settings, there have been cases where teachers

cannot view and grade the files.

ICT Office will respond to any inquiries from teachers about not being able to
view your report and will treat it as unsubmitted.

3-1 Signing In

(1) Open the web page of the ICT Office of Sophia University.
https://ccweb.cc.sophia.ac.jp/en/

(2) Find [Microsoft 365 Students Login].

A%k Q

uide FAQ  Application Form / Manuals  About ICT Office  Contact

1D change of Sophia ICT
end of spring semester

2
[Added] Change of Sign-in Screen on

= " ’m IEEEE] (7 dded] Change of Sign-in Screen on Office3ss from Au...

Zoom Account Sign-up and Invitation E-

5 — : ‘6‘ ' | Officed65 from Aug.13th
S M' ) o -
¥ — : bhaabgﬂ%ﬁ”' { MBINEnENce | FNISHED June 28, 10:00am-12:00{ncon) Moodie Suspension [ Pas:
. i | s
)
f

2020.05.10 bicozan, 4
mail
m [FINISHED] Sophia ICT Account for researchers in AY2020

[For Procesdedire-entered Students]
4y q Changing UserD for Sophia ICT Account

ICT OFFICE COM/CALL Info
m Officeass Teachers Login o E COMiEALL Infa o
[ vooae & OTHERS
m Microsoft365 Students Login |0



Microsoft OneDrive Z4&RAFIAY=17IL

(3) Enter your ‘Login ID for system on campus’ and ‘password’ for Sophia ICT Account, then
click [Login].

*If you have logged in to Loyola, Moodle, etc. first and access Microsoft365 without
closing your browser, the Sophiamail will open immediately without logging in.

SOPHIA UNIVERSITY

\;;';9-‘-'7':" '.';;\_ )y

& 7 I

~ z

1'3/5.‘,1 J_. g j\?
Reois”

Integrated Authentication System
gﬂﬁ»ﬂulf AT I

Student ID

Password of Sophia ICT Account

JIRAD— RZENEBEUTOV 070Uy o
Click the link if you have forgotten your password.

H&5E/English

% If you are signing in for the first time, the following screen will be displayed. Make
sure the language is set to "Japanese (Japan)”, and the time zone is "Osaka, Sapporo,
Tokyo" (Fig.1), then click "Save" (Fig.2).

=] - |

P ()| @ nuwps://outlook.office3s.com/owa language: £ = & ¢ | @ outook web pp < [l ok T

Outlook'Web App

s'z;saﬁm ™
[9@\/)@3}»3 ~] ](Flgl)

o)  Make sure it is set

(Fig-2)  to Japanese
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3-2 Open OneDrive

(1) Click on the tile in the top left corner to open the list of apps and select OneDrive.
'
6 -> @https://outlwk.oﬁoe.wm/owa/?realm=sophiamavl.sophia.ac.jp-patpv56

Outlook
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z0f > AT2ay FhoVb=EE

Microsoft Outlook Oz
Undeliverable: RE: [U%HZELT 2015/04/08
ROBEFFRIN-T ORECKBUELL: aaa

EHMBTATLEBRUTLEN,
YANTRICBHOTA7 LERIRIBEIICT I 22%)
UYILTZED

GATANEE FHET
RE: BUHELT 2015/04/08
2> JL-Jos8 USALIF AR

[V H £ MNaaplanl (20

Office 365 ; mYBFZ R . @
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a Word

m PowerPaint C||Ck OneDere
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4. Menu Screen

.k«¥ OneDrive

P Search everything + New ~ T Upload ~ Za Sync #1i Automate I=sotv =~ @

My files Files
Recent
Shared [ Name Modified Modified By File size Sharing
Discover o @A Private
Recycle bin N HE Private
B File Private
pia Office365 Portal
m 77U Private
E2FAZ (ICT .
Privat
atBtR . Notebooks vate
B|RT L @ Docx Sample.dock Private
ﬁ:‘\ :‘Euok.xisx Private

My files
Displayed the files you have uploaded to OneDrive.

Recent
Displayed the used files or folders recently.

Shared
Displayed the items you are sharing with or that are shared by someone.

s 1 —
Nﬂ TI"g* i OneDrive
\%e? SOFLAUNIVERSITY

Shared with you [l Shared by you

2 Search everything

B1 Myfiles Shared with you
S0 Recent
£ Shared T Neme Can be confirmed by switching I
& Discover B  Docx_Sample.docx
Discover

Displayed your documents and other documents that you can access.

Recycle bin
The files which are placed in the Recycle Bin are deleted after 30 days automatically.
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H. Save Files

You can upload the stored files or folders on your PC to OneDrive or create and save files directly on

OneDirive.

5-1 Uploading Files

Click [Upload], then choose [Files] *Choose [folder] and possible to upload each folder.

EER OneDrive

SOPHIA UNTVERSITY

Upload ~ %3 S| £2 Automate v EFEsotyvy =v @

£ Search everything + New

- Files

My files Files Folder

B
“0) Recent
LS
®

Shared 0 Name Sharing
Discover o EA Private
& Recycle bin ] Private
Shared libraries File S

B sophia Office365 Portal
7Y Private

BT A2 (CT ..

The file selection will be displayed. Choose the file you want to upload and then click [Open].
(Upload Word file here)

OneDrive
@ File Upload X Fsot~ =~ O
« v 4 » This PC » Desktop » Sample ~v U | Search Sample r
Organize - New folder ' il | o

™ This PO ~ O Name Date moadified Type Size

3D Objects @ Docx Sample 5/13/2020 11:26 AM Microsoft Word 323

9 Desktop File size Sharing

= Documents

& Download 33 items Private

ownloads

J‘ Music
7 items Private

&= Pictures

d

B videos 4 items Private

£9 Local Disk (C3)

=x resources (\\cree 1item Prvaia

=x media_bps (\\13 |, 3
1item Private

File pame: % i b
[ o oo
T ERBHAN=
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The upload will start. XThe large data files take a long time to complete.

OneDrive

22 Search everything —+ New ~ T Upload ¥ I35 Sync #1 Automate Uploading 1 item

“ I
- R
1 My files Files
D Recent Progress is displayed
o Shared 0 mame - File size Sharing
(= Discover B Ak Tuesday at 19:43 Private
ﬁ‘j Recycle bin - = ] Tussday at 19:43 Private
Shared libraries File Tuescay at 15:31 Pravate

OneDrive

SOPHIA UNIVERSITY

£ Search everything + New ~ 7T Upload ~ <3 Sync #i Automate v =+ @
p— . Uploaded 1 item to Documents

3 Myfiles Files

@ Recent

FB Shared D Name Modified Modified By File size Sharing

& Discover SRR 5PN Private

& Recycle bin BE s Private

Shared libraries File Private

. Sophia Office365 Portal - U p|Oaded Privata

77U
Bz 202 0ot

Notebook: Privat
ﬂSophia!ﬁﬁtﬂi otebooks rivate
TEAM B AT A Docx_Sample.docx Private

[ serh s pRE A — 2

Click the file name, then possible to open the file online.

Docx_Sample - Saved ~

File Home  Insert  layout  References  Review  View  Help Open in Desktop App @ Tell me what you want todo | £ Editing ~

v v Ov| B Dicate

(i

v By < [pmeey ~osv] A A B I U 2v Av A e EviSv = =

ample File
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*Possible to upload by drag and drop.

@ Documents - OneDrive

© & hitps#/sophiamail-my.sharepoint.com/personal/01037944_sophiamail_sophia_ac_jp/ |z === & Yt noa& =

S Search everything + New v~ T Upload v 2 Sync Fsot~y =v @
08 BE Manami Mihata
- Files
) Recent
‘;ﬁ Shared D Name Madified Modified By File size Sharing
& Discover o BA Tuesday at 1943 {10 S Manami 33 items Private
@ Recycle bin [ fuesday at 19 W Thems Private
et libe File Tuesday at 18 ni 4 items Private
B sophia Office65 Partal
FFU ni1item Private

B mwzasnz o
B sophiateimin
| [EURCEEEE

s Drag & Drop

FRLMEA_

EDEMIETIE (Notes...

TRl AR AT LA

Create shared library

Get the OneDrive apps

A Type here to search

5-2 Create New File

Click [+New] , then choose the file type that you want to create. (Choose Excel here)

OneDrive
£ Search everything -+ New v T Upload 3 Sync #8 Automate Fsotv =~ ®
PR | = Folder

E1 My files @ Word document
) Recent 87 Excel workbook
& Shared @ PowerPoint presentation Modified Madified By File size Sharing
) Discover ©] OneNote notebook Tuesday at 19:43 Private

i 8 Forms for Excel
@ Recycle bin Tuesday at 19:43 Private

@ Link

Shared libraries

Tuesday at 18:31 Private

- Sophia Office365 Portal



Excel will open.

Excel
File Home Insert Formulas Data
—T:] X Calibri -1
B F § u [+]
Paste o = =
- EH-$-A-A &
Un Cliptaard Fant
A1 - A
A B (= D E
U I:.
2
3
4
5
6
7
8
£
10
1
12
13
14
15
16
17
<
Sheet1 *

Calculation Mode: Automatic

Workbook Statistics

Review

Alignment

View

Help | me what
General =
s == | g
$-%

EE ¥

7]

Format

i

o Conditional cell

Formatting + as Table « Styles ~
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14 share [ Comments

B8 o O z-

Insert  Delete  Format S

Help Improve Office

The file will be saved automatically. »*Possible to save a different name as in an ordinary Excel

file.

OneDrive

A Search everything

——
F1 My files
0 Recent

& Shared

& Discover
@ Recycle bin

Shared libraries

B scphia Office3ss Portal
Bl s 202 (et

BB scrrizsazim

TEAM fEHRZ AL

+ New

Files

T Upload ~

Mame
BA

B ]

File

77U
Notebaoks

“Book xlsx

3 syne $L Automate

Madified

Tussday at 19:
Tuesdoy at 19:

Tussday ot 18

Sharing

Private

Private

Private

Created the new file

Private

Private

Private
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6. Delete Files

It is possible to organize and save disk space by removing unnecessary files.
Deleted files are temporarily stored in OneDrive Recycle Bin.

6-1 Delete Files (Folders)

Put a check to the left of the file (folder) you want to delete. (Multiple selections allowed)

OneDrive - P {0E B Mana..

£ Search everything {H Open |2 Share @ Copylink ¥ Download [il Delete = sort v X lselected =~ @

#08 23X Manami Mihata

B3 My files Files

C '@ Recent
£ Shared 0 Name Modified Modified By File size Sharing
& Discover B @A Tuesday at 19:43  {IJ#% B3 Manami 33 items Private
@ Recycle bin o o#H Tuesday at 19:43  §il#f B3E Manami 7 items Private
Shared libraries Tuesday at 18:31 % B3 Manami 3 items Private

H Sophia Office365 Portal

_ December 1,2.. {0 Z23X Manami 1 item Private
i\l RS AT LE (ICT ..
N September 3, 2.  ##E =& Manami 1 item Private
m SophiatgRii N
TEAM [BER>AF A 24 minutes ago  {il0E X Manami  13.6 KB Private

Tl s ABEFA A

Click [Delete] on the top menu.

() LERY  oheprive G B 7 8RR Mana.

Y%7 SOPHIAUNIVERSITY
Delete |- -

S Search everything [E Open ~ |2 Share @ Copylink { Download I= sort v X 1selected =~ @©

{0 23X Manami Mihata

£ My files Files
0 Recent .
£ Shared 0 CI ICk [Delete] bdified Modified By File size Sharing
& Discover o @A Tuesday at 19:43 I 42 Manami 33 items Private
© Recycle bin h HEs Tuesday at 19:43 {0 & Manami 7 items Private
Shared libraries T File Tuesday at 18:31  ##% ZX Manami 3 items Private
- Sophia Office365 Portal

I December 1,2.. iM% B3 Manami 1 item Private
B mw=2soz 0o o
m SophialdFiR T Notebooks September 3,2..  {E¥ ZE Manami 1 item Private
TEAM EIS AT ® 0 "Docx Sampledocx & @ 24minutesago B BE Manami 136K8 Private

A LT P

10



Click [Delete] on the confirmation message.
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O search everything B Open 12 Share @ Copylink + Download [l Delete I= sort X, 1selected = 0]
-~ —
Bl My files Files
Recent
B Shared = Madified Modified By File size Sharing
® Discover Click [DE|ete] lete? * Private
Recycle bin
ou sure you want to send this item to
in?
Shared libraries Fil Recycle:Bin?
B sophis Office3ss portal
vy |
Bl masxrn= .
A Note September 3, 2. Private
E Sophiat@riR SR i I
EAM B8RS AT A (] m :Dgcx_sample.dgcx = 24 minutes ago - Private

Moved to [Recycle bin].

EERE

H1A UNIVERSITY

OneDrive

? 3 BE Mana Q

L Search everything Tl Empty recycle bin

#R% 23X Manami Mihata

B3 My files Recycle bin
0 Recent
£ Shared 7 Name Date deleted |

2020/05/14 18:37

Docx_Sample.docx

& Recycle bin

Shared libraries

. . Can't find what you're locking for? Check the Second-stage recycle bin
n Sophia Office365 Portal

X Also possible to [Delete] by right-clicking.

1= Sort v = @
Deleted by Created by Original loce
#0% 22 Manami b £% 25 Manami b personal/01:

/Documents

£ Search everything €H Open ™~ |2 Share @ Copylink L Download [i] Delete
#0% 23X Manami Mihata
B3 My files Files
‘D) Recent Open N
& Shared O Name Preview
® Discover o @A Share 3
% Recycle bin Copy link -
Shared libraries qu ht CI ICk Manage access -
- Sophia Office365 Portal Download

b i) 2
B me==zsz ot ..
E SophiatgiTif Notebooks R T
| - R CE TN © @ “DocxSampledocx | Copyto
[ =mommr—s Rename

Automate >

TEAM WBC
Version history

B apmramzim (Notes...

Bl FIRS AT A=EREAL Details

11

X 1selected = v @

1= Sort v

Modified By File size Sharing
VWS B Manami 33 items Private
NS 2 Manami 7 items Private
G 2E Manami 3 items Private
#4005 BE Manami 1 item Private
BIIE BE Manami 1 item Private
IS 2% Manami 136 KB Private
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6-2 Restoring Files (Folders)

Possible to restore accidentally deleted files or folders.
Open the Recycle Bin and put a check on the file to restore. Click [Restore].

@® Open [Recycle bin]

(Multiple selections allowed)

2 Search everything 1selected X @

-

BI myfiles Reeyelsbifi ® Click [Restore]

0 Recent

£ Shared [ ] [1 Name Date deleted | Deleted by Created by Original locz

& Discover Docx_Sample.docx 2020/05/14 18:37 v personal/011
/Documents

Can't find what you're looking fd

Restored to its original location.

OneDrive

PHTA UNTVERSITY

L Search everything + New >~ T Upload ¥ 3 Sync #8 Automate ™ Fsot~ =~ Q@

e
Rdvilcs Files

&
O Recent
£
®

Shared [ Name Modified Modified By File size Sharing
Discover R PN Tuesday at 19:43 @i X Manami 33 items Private
& Recycle bin ] s Private
Shared libraries B File ” —
Sophia Office365 Portal
. Bm TSV ReStO red 1 Private
B mmsasrs (o
A Notebook 1 Private
ﬂ Sophiatg =R DIEVOORS
(B Private

TEAM TBIRS AT L.

T pama—s

12
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/. Downloading Files

Possible to download the files or folders stored on OneDrive.
Useful when you need to work on your PC.

7-1 How to Download Files

Put a check to the left of the file (folder) to download. (Multiple selections allowed)

B OneDrive

AUNIVERSITY
S Search everything {H Open ™ |2 Share @ Copylink ¥ Download [i] Delete - 1= sort v X 1selected =~ @
—_— ~
B3 My files Files
'@ Recent
£ Shared | Name Modified Modified By File size Sharing
& Discover o @A Tuesday at 19:43 Private
& Recycle bin i Tuesday at 19:43 Private

Shared libraries File Tuesday at 18:31 Private

- Saphia Office365 Portal

. December 1, 2... Private
Bz zzo= oo Put a [v]
September 3, 2. Private
B sophiaiemim '
o
TEAM (B AT A “Docx_Sample.docx e 24 minutes ago Private

A LE L PO

Click [Download] on the top menu.

OneDrive

%27 sommanvERSITY

O Search everything [H Open v & Share @ Copy link Delete -+ I= sort v X 1selected = v
-
B3 My files Files
@ Recent
£ Shared Click [Download] Modified Modified By File size Sharing
® Discover - & Tuesday at 19:43 Private
@  Recycle bin e Tuesda . .
= esday at 19:43 Private
Shared libraries B File Tuesday at 18:31 Private
! Sophia Office365 Portal
7 m 77U December 1, 2. Private
[ w7 oo
o Notebooks September 3, 2... Private
u Sophiat&: iR =
TEAM BRI AT A (] g :IDacx_SampIe.docx & 24 minutes ago Private
| A caANBERR A S

13
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When the dialog box appears, choose [Save File] and click [OK].

5‘;\3 ERARE  oneprive A G ¢ ENE BE Mana.

Came? SOPHIA UNIVERSITY

£ Search everything H Open Vv |£ Share @ Copylink - Download @ Delete --- 1T Sort v X 1selected = v @

0% 23X Manami Mihata

(=2 My files FilES Opening Docx_Sample.docx X
You have chosen to open:
@ Docx Sample.docx
Choose [Save Flle] N which is: Microsoft Word Document (13.6 KB} s et
from: httpsy//sophiamail-my.sharepoint.com
12 mi 33 items Private
@ R le bi What should Firefox do with this file?
ecycle bin cfaul) = mi 7 items Private
Shared libraries mi 3 items Private
" 9 or files like this from now an.
! Sophia Office365 Portal
. B 7 mi 1item Private
ol 2T LE (CT ... —
: .
. — mi 1 item Private
ﬂ Sophiatgmif =
= A . o s o
TEAM BSR4 (] @] ~Docx_Sample.docx = 2 hours ago fIliE 25 Manami  13.6 KB Private

E TN

File saved.
(The file is stored in the same directory as browser’s default download location)

-

Docx_Samp!

The file is saved.

AR Type here to search

14
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X Also possible to [Download] by right-clicking.
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£ Search everything fH Open ~ |2 Share <@ Copy link
-
. e
E3 My files Files
YD) Recent
o Shared [ Name
& Discover A
& Recydle bi

Shared librarie:

. Sophia Office365 Portal

BR mw= 25 0= cr .

Sophiat@RiR
TEAM TEHSRT L

[l #mamma—s

Bl v wec

(RS AT LR,

EPEPIETRAR (Notes...

Right clicking

7Y
Notebooks

m '\Il)ocxjample.dncx

L Download [ii] Delete
Open >
Preview
ShBFE 43
Copy link 9:43
Manage access

8:31

Delete

Move to

Copy to

Rename

Automate >
Version history

Details

15

=v O

I

= Sort v X 1 selected

Modified By File size Sharing

Private
Private
Private
Private
Private

Private
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8. Sharing Files

8-1 Sharing File

Possible to share files (folders) stored in OneDrive with others.
Possible to edit the shared files simultaneously. This helps to save time and prevent
duplicate files.

Incorrect file-sharing settings may result in information leakage. Please make sure the
appropriate sharing range is selected and operate carefully.

Maintain the sharing settings regularly.

The responsibility for any information leakage caused by misconfiguration is attributed to

the person.

8-2 Sharing

Files or folders on OneDrive have one of the shared settings as follows:
a. My file (Not shared and only you can access) Default

b. My file (Shared with others)

c. Other people’s file (Shared by others)

Newly created and uploaded files are initially not shared with anyone.

(State of “@” above. Only the owner can view and edit)
Sharing can be done by inviting specific teachers, notifying them of a sharing URL set in a
file on OneDrive, or saving the file in a folder that allows sharing.

When sharing, it is necessary to consider the following two settings:
-Who to share with
-What operations are allowed (whether to allow only viewing, or both viewing and editing)

If students want to share a file on OneDrive, it can only be shared between students
(those who have an email address of @eagle.sophia.ac.jp)
Possible to set up the following two levels of file sharing recipients.

# File-sharing recipients Security Privilege of Editing | Setting
Specific students are allowed to share High Viewing only 8.3
I -
No teachers allowed 9 View and Edit
Students who know the sharing URL Viewing only
(2 | (@eagle.sophia.ac.jp) Intermediated 8-4
View and Edit
No teachers allowed

16
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To share a file with a specific student who knows a Sophiamail address, choose @.
To share a file with an unspecified number of students with a Sophiamail address, choose
@. Any student who knows the sharing URL can access the file.

— Point
First, create a shared folder.
By storing files in the shared folder, the access rights of the shared

folder are taken over.
This is convenient because there is no longer needed to manage

access rights for each file.

8-3 Shared with Specific People (High-Level Security)

Tick to the left of the folder to share. (Multiple selections allowed)

@ LA

OneDrive

Search everything

My files

ol
-

=]

YD) Recent
& Shared
®

Discover

Recycle bin

Shared libraries

|2 Share @ Copy link

Files

D MName

\‘
“share_test

Click [Share] in the top menu.

@ LA

e
My files
Recent
Shared

Discover

@@ % o0 8 v

Recycle bin

Shared libraries

Search everything

OneDrive

b Copy link

EJ Request files | Download

B

17

E3J Requestfiles ¥ Download [i] Delete --- Fsort v X 1selected = v ©

[l Delete --- IZ Sort v X 1selected = v @
Modified Sharing
A few seconds ... Private
Yesterday at 19.. Private
Yesterday at 19... 8 Shared

Modified Sharing
A few seconds ... Private
Yesterday at 19.. Private
Yesterday at 19... £ Shared
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When the shared settings window appears, configure the settings in order.

Set sharing range and
permissions

Send Link

Specify who to share with.

Only @eagle.sophia.ac.jp

;

X Click after setting.
Sending email notifications to
a shared address.

Shared URL can be copied

1. The setting of the sharing range and permission.
Click to open the settings screen for the sharing range and permissions.
Choose [Specific people] and determine the permission in other settings. Then click

[Apply].

Link settings

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

Anyone with the link

People in Sophia Univ....ties &
Staffs with the link

People with existing access

. Unchecking [Allow editing], it is
@ Specific people v ) )
possible to only view.
By itself, it can be prohibited the

download of files according to
their type.

Other settings

' Allow editing




2. Specify whom to share

Enter a contact name or email address

to decide whom to share with.

People you specify can edit >
h-kioi
.8 feEH T A fEF Hana
@ 6§
Copy Link Outlook

3. Add a message (Optional)

4. Copy of link

X

Link copied

https://sophiamail-my.sharepoi

People you specify can edit

5. Sending

=

The settings are sent as a notification email to the recipients.

A notification email will be sent
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Enter a contact name or email address to decide whom to share with.

Send Link

People you specify can edit >

| a f£BH 7 A b f6F Hanako Tes... X
\

Add a message (optional)

o

Qutlook

@

Copy Link

Type when you want to add a message to the notification email.

Click to create a link and copy the shared URL and paste it into an email.

Q BAEURAMEEEADLIGE

dvb—3 A Wil AS3aY  EREE  RE AL

o] B I }
D BHAM) v
HE(S) RAE(T)
cc(o)

https://sophiamail-my.sharepoint.com/
QNDuQBELY7TRMCQBJCIk-EEW_Vipx0A

T O RELEREANLT

TN A5

138 AB8 Ak Taro Test Jochi 2A4¢ "Docx Sample” Zd/3I.eHBLEUIL,

° Taro Test Jochi <t-jochi-3s4@s0phia.ac.jp> Sims | Danws | S

ShU3 bR B TR Taro Test Jochi SAD BRI E ALK T2 TT,

(@) zau223. S-S OBROSEAHLTOARELE T,

=] poo sample

B Microsoft OneDrive
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The sharing status changes from "Private" to "Shared".

OneDrive

£ Search everything + New v T Upload v 3 Sync #% Automate I sort v

- oo

e Files I Shared status changes to [Shared].

@ Recent
& Shared [0 Name Modified Modifie e Sharing
\

.
Discover T “share_test Yesterday at 22 0 items

& Recycle bin A Tuesday at 19:4 32 items Private

J@ Other Settings
€ Setting of "Prohibition of download"
@® Cannot be set for folders. Set in file units.
@ Cannot be set depending on the file type. (Executable file, etc.)
€ Sharing settings for the Folder
@ Individual settings may not be reflected in the files in the folder for which sharing
is set. To set individual settings for files, do it outside the shared folder.
€4 Open only in review mode (Word files only)
@ Even in edit mode, it cannot be overwritten directly.
Displayed as "Change history is recorded", the file owner can select “Accept” or

“Reject”.
EDfbD=E
BEXFOITD
& LE1- E-KToHsK O @ )
© : : 0

8-4 Shared with students who know the sharing URL (Intermediate-Level security)

Point
This method cannot be used to interact with faculty.

Office 365 data is separate for faculty (@sophia.ac.jp) and
students/graduates/retirees (@eagle.sophia.ac.jp).

Since the creation of data contents is fundamentally different, file sharing is not

possible.
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Tick to the left of the folder to share. (Multiple selections allowed)

7 OneDrive
sty

/O Search everything |2 Share @ Copy link Bl Request files J_a Download @i Delete =P Rename '+ [= Sort v X 1selected = v @

#0% X Manami Mihata

B3 My files Files
“0)  Recent
£ Shared [ Name Madified Modified By File size Sharing
v
&) Discover Ta  share_test Yesterday at 22.. &K% 3 Manami 0 items A Shared
& Recycle bin BA Tuesday at 19:43  {i¥% % Manami 32 items Private

Shared libraries

#5 =g Tuesday at 19:43 G0 Z3€ Manami 6 items Private

B soohia Office265 Portal
Tuesday at 18:31  f0# 223% Manami 4 items Private

B emszsi= 1.
December 1, 2. I 3 Manami 1 item Private

B scohiatezin

Click [Share] in the top menu.

R OneDrive

£ search everything b Copy link £ Request files L Download [i] Delete =B Rename -:+ ¥ Sort v X tselected =~ @
= 73
- o
B3 My files Files
“0) Recent
FF‘ Shared D Modified Modified By File size Sharing
& Discover Y Yesterday at 22.. £ Shared
@ Recycle bin W B Tuesday at 19:43 Private
Shared libraries @ | = & Tuesday at 19:43 Private
H Sophia Office365 Portal
2o File Tuesday at 18:31 Private

ﬂ%m&z?bﬁ (cT ..

=, o b} December 1, 2. Private
E Sophiat§mii P

The sharing settings window will be displayed. Make the settings in order.

Send Link

Set sharing range
and permissions

Add a message (optional)

Shared URL can be copied




Microsoft OneDrive Z4&RAFIAY=17IL

1. The setting screen for sharing range and permissions
Click to open the settings screen for sharing range and permissions.

Choose [People in Sophia Univ:--ties &] and determine the permission in Other settings.
Then click [Apply].

Link settings

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

Anyone with the link

People in Sophia Univ....ties &
Staffs with the link

(&&) People with existing access

Specific people v

The default is [Allow editing].
Make sure you need the permission.

4 Allow editing

Cancel

2. Copy of the link

Click to create a link and copy the shared URL. Possible to notify by pasting it in an email.

X ' H O s BE - Wwt-3 (FFANYR) &3]
° T w5 WA Afay  BREE  BE AT
= | 2
. . . CC(E)...
Link copied 2 =
©) | #2W)

https://sophiamail-my.sharepoif Copy I ‘ https://sophiamail-

my.sharepoint.com/:w:/g/personal/01234567_sophiamail_sophia_ac_jp/EUX1

. . i . 6pnxDWRHJEW0c0-h7RMBQ_wvRO-fiFzepuSdEQ4Tbw?.
@ People in Sophia Univ. Faculties & Staffs Abercilicori 'OH3YO|»
with the link can edit Emall.comse=}

22



Microsoft OneDrive Z4&RAFIAY=17IL

The sharing status changes from "Private" to "Shared".

5, OneDrive
1 UNIVERSITY
ISea{ch everything + New ~ 7T Upload ~ 3 Sync #i Automate v Fsotv =~ @O
- o=
E1 My files Files
0 Recent
& Shared D Sharing
& Discover | | Private
@ Recycle bin s it
Shareclibades __  File 3 items Private
B soohia Office36s Portal
Pt 1item Private

L P N

8-4-1 How to stop sharing (folder)

X This operation is irreversible after execution.

Click [Shared] for the folder to stop sharing.

‘3 L8RS OneDrive

OPHIA UNIVERSITY

Kearch everything + New ~ 7T Upload ~ 3 Sync #3% Automate FSotv =~ @
-— o -

T3 My files Files

) Recent

& Shared 0 Name - Sharing

& Discover o @A Private

=}

Recycle bin Du 7 items

Shared libraries File 3 items Private

B sochia Office265 Portal
FIY 1item Private
B isens =1 = ner
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The Manage Access window will open. Click [***] and then [X] .

@ Docx_Sample.docx

X
Manage Access
Stop sharing
@ Links Giving Access @ & Share

l https://sophiamail-m ... | Copy

People you specify can edit
o -

A Direct Access @ -+

) Cloud App Security Service Ac... Owner

& Manage Access X

| https://sophiamail-m ... | Cop:

People you specify can edit

Link settings

& Can edit Rl

This link works for

Specify people for this link

a fCBH A b JEF Hanako T.. X

A dialog box will show. Click [Delete Link]. (Cannot be canceled after clicking)

Are you sure you want to
delete this link?

This will affect everyone who uses this link. The
link will not work for anyone anymore.

Delete link Cancel

X
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The sharing status changes from "Shared" to "Private".

OneDrive g ? (0% BE Mana...

lSearch everything + New ~ T Upload a3 Sync £ Automate Fsot v =v @

#0018 X Manami Mihata

B3 My files Files .

= Shared status changes to [Private]

£ Shared [ Name ™ Modified Sharing
& Discover = @A Tuesday at 19:43  {IlE = Private

& Recycle bin  HE Tuesday at 1943 {00 23 Manami 7 items

Shared libraries File Tuesday at 1831 {0 23 Manami 3 items Private

H Sophia Office365 Portal
I December 1, 2. fll#& 235 Manami 1 item Private
n EEER > 7= .= T

8-4-2 How to stop sharing (file)

X This operation is irreversible after execution.

Click [Shared] for the file to stop sharing.

OneDrive

SOPHIA UNIVERSITY

P Search everything + New v T Upload v s Sync £% Automate FSotvy =~ @
~.
F3 My files Files
D) Recent
Name Modified Modified B File size Sharin
& Shared Yy g
® Discover S PN Tuesday at 19:43 Private

& Recycle bin B e Brivaia
Click [Shared]
Shared libraries File Private
H Sophia Office365 Portal
m 77U December 1, 2... Private
RS AFLE (CT .
Y September 3, 2... Privat:
Sophlﬂ}E;r-\ﬂi T Notebooks eptember rivate
TEAM B8 A5 /A, i leocx_Sample.docx 4 hours ago
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The Manage Access window will open. Click [Stop sharing].

@ Docx_Sample.docx %

Manage Access

@ Links Giving Access © 1 Share
https://sophiamail-m ... Copy

People you specify can edit

‘ ) Q v
A Direct Access © -+
A Cinid Ann Secrity Sarvies Ae Oumer

Click [Stop sharing]

A dialog box will show. Click [Stop sharing]. (Cannot be canceled after clicking)

Stop sharing?

This will delete all links giving access to this item and remoy (lick [Stop sharing]

people with direct access except for owners.

Stop sharing

X

Cancel

Fsotvy =v @

Search everything + New v~ 7 Upload G Sync #8 Automate
- '
B3 My files Files
0 Recent
& Shared O Name
O Gienisr B A Status changes from
& Recycle bin HE " " " R n
- e Shared" to "Private".
Shared libraries Bu Fie
- Sophia Office365 Portal
E FZu December 1, 2...
B m=z50z o
ﬂ SophialBiE ~ Notebooks September 3, 2...
-TEAM o S SN 2] *Docx_Sample.docx 5 hours ago
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8-5 (For Advanced Users) Convenient To Use On The Desktop

Although we cannot support it, if you are knowledgeable in ICT, you can download and

install OneDrive for Business on your desktop PC to automatically synchronize your data
with a specific folder.

If you use it without understanding the meaning of the above contents, it may cause

troubles such as "all files that you did not intend were published on the Internet", so
please do not do it.

- [ A
Home Share

View e
. - I
Y cut 11 New item = open = [ select all
O X . =
= W= Copy path T_| Easy access ™ Edit Select none
Pin to Quick Copy Paste Move Copy Delete Rename New Properties =
access 18] Paste shortcut to~ ta~ - talder - ‘@ History {17 Invert selection
Clipboard Organize Mew Open Select
1+ & v Users > ToshitakaTakeda > OneDrive - Sophia Univ. Faculties & Staffs » v U £ Search OneDrive - Sophia U
O Name Status Date modified Type Siz]
A Quick access
N Microsoft Teams Fvwih 271 & 8/5/2020 B:04 PM File folder
I Desktop »
¥ Downloads g
& Documents A
E= Pictures +
J\ Music
m Videos

I @ OneDrive - Sophia Univ. FacuII

@ Network In Windows 10, you will see the OneDrive folder, which is the
folder on your PC. If you set the automatic sync setting, the
contents saved in this folder will also be uploaded to the cloud.
*Do not confuse with OneDrive Personal.

1 item

el
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Edit / Publish : Sophia University ICT Office
Address : 7-1 Kioicho, Chiyoda, Tokyo 102-8554

Telephone : 03-3238-3101

SophialCT Search
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