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Installing OneDrive for Business Sync Client
Instructions for Windows 7 users

Part 1: Downloading the Sync Client

1. Download the current version of the OneDrive for Business Sync Client:
https://onedrive.live.com/about/en-us/download/

2. Click Run.

r o
Open File - Security Wfarning @

Do you want to run this file?

@ Marme: ..f HoustondProfilesiDesktopiOneDriveSetup.exe
Publizher: Micaosoft Corporation

Type: Application
From:  Calsersso3astst3OneDrive - University OFf Hous...

Nl Run l [ Cancel

Always azk before opening thiz file

i = | “wehile fles fram the [nternet can be useful, this file bpe can
‘r potentially harm pour computer. Only run software from publishers
- pou trust, What's the risk?

Note: the OneDrive Sync Client installation window will appear.

& Microsoft OneDrive Setup @

& OneDrive

Preparing COneDrive For first use...
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3. Inthe Set up OneDrive window enter YourCougarnetiD@cougarnet.uh.edu.
4. Click Sign in.

& Microsoft OneDrive EI =] @

Set up OneDrive

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

I YourCougarnetID@cougarnet.uh.edu‘ I/

Clicking "Sign in" means you agree o the Microsoft Services Agreem ent and privacy statement. Onelrive may ako
dowenioadand install its updates autom atially.

5. Enter your Cougarnet password.
6. Click Sign in.

& Microsoft OneDrive EI’?‘@
J Office 365
Work or school account

yourcougarnetid@cougarnet.uh.edu

your cougarnet password

Can't access your account?

@ 2017 Microsoft B® Microsoft

Terms of use  Privacy & Cookies
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7. Uncheck Sync all files and folders in OneDrive — University of Houston.
8. Click Ok.

¢& Microsoft OneDrive @

Sync your OneDrive files to this PC

The files you sync will take up space on this PC.

I [C] Sync all files and folders in OneDrive - University Of Houstonl

Or sync only these folders:

D._. Files not in a folder (0.0 KB}
> [C] 1} Attachments (0.0 KE)

Location on your PC: CiiUsersto365tst3Onelrive - University. '\

Selected: 0.0 KB Remaining space on C: 58,5 GB

9. Click the Open my OneDrive — University of Houston folder.

& Microsoft OneDrive EI = @

Your OneDrive is ready for you

We'll sync your files to this PC. To add files to CneDirive, just move them to your
"Cnelrive - University Of Houston" folder,
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Note: these steps have created a folder in your local profile named OneDrive — University Of
Houston. The actual location of the new folder is C:\Users\YourcougarnetIiD\OneDrive -

University Of Houston.
Marme : Date modified Type
i Contacts 372852017 11:35 AM File folder
m Desktop 3282017 12:40 PR File folder
& Downloads /2872017 1240 P File folder
O Favarites 32852017 11:35 A8 File falder
@ Links 37292017 148 PM File folder
| Wy Documents 3282017 11:35 A File folder
o Mty Busic All items in this folder will 37282017 11:35 &M File folder
= Wy I:'icturessynchmrlize with your 3282017 1135 Ak File folder
# MyVideos gpaprive folder in the cloud. 28/2017 1135 A0 File folder
7@ Onelirive 372872017 12:41 PhA File folder
Iﬁ OneDrive - University Of Houston I 372872017 1:48 PR File folder
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Part 2: Configuring your local computer to the Office 365 Cloud account

1. Create a new folder named Profile in the following path:
C:\Users\YourcougarnetID\OneDrive - University Of Houston

@Ui |’i v Computer » Local Disk (2 » Users » 0365tst3 » OneDrive - University Of Houston »

Organize « = Open Include in library = Share with « Mew folder
Marme Date rmodified Type Size
2| Prafile| 320/2017 12:26 P File folder

2. Create a Desktop and/or Documents folder within the Profile folder created in Step 1
C:\Users\username\OneDrive - University Of Houston\Profiles\desktop (documents or etc)

@le . v Cornputer » Local Disk (C:) » Users » 0365tst3 » OneDrive - University Of Houston » Profile »

Organize « = Open Include in library « Share with = New folder
Mame Date rmodified Type Size
@ Desktop 292017 1232 PRl File folder

Keep in mind these folders will
continuously synchronize with the
same name and location folders in
the cloud.
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Part 3: Choosing the folders you wish to Sync

1. Right click the Blue Cloud. 211 PM

3/29/2017

% (& R

2. Select Settings.
#& Open your OneDrive - University Of Houston folder

View anline

View sync problems

Manage storage

Help topics
Repert a problem

Pause syncing *
Exit

3. Click Choose folders. & Microsoft OneDrive %

Settings Account  Network Office About

OneDrive - University Of Houston {mrodri53@Cougariet, UH.EDU)

6.5 GB of 1,024 GB cloud storage used Add an account

Manage storage  Unlink this PC

1 location is syndng

OneDrive - University Of Houston

6.0 GE used on this PC Choose folders §Stop sync
oK Cancel
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4. Select the Profile folder you created in C:\Users\YourcougarnetiD\OneDrive -
University Of Houston (see Part 2).
5. Click OK.

¢ Microsoft OneDrive
Sync your OneDrive files to this PC
The files you sync will take up space on this PC

[T sync all files and folders in OneDrive - University Of Houston
Or sync only these folders:

D._. Files not in a Folder (0.0 KB}
> (] | Attachments (0.0 KE)
> [V 1 Profile (1.2 GB)

Location on your PC: CiiUsersimoabjackiOneDrive - University. ﬁ,\

Selected: 1.2 GE Remaining space on C: 50,2 GB
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Part 4: Changing the location of the Profile folder

1. Go back to C:\Users\YourCougarnetID.
2. Right click the Desktop folder.
3. Select Properties.

@U'| . v Computer » Local Disk (Cy » Users » o365tstd »

Organize = = Open Include in library - Share with - Mew f
Marme D
7 Contacts 3
Desk
2 Open
4 Do
: Qpen in new window
it Fava
& Link Share with [
Ol My C Restore presious wersions
o My Include in library »
= by B
- Send to *
B My
& Onel Cut
& Onel Copy
5
IS5 Create shortcut
& Sear
Delete
Rename
I Properties I
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4. Click the Location tab. =
5. Click Move.... . Desktop Properties (3]

| General I Sharing I Sec:urit_ul Location | Previous 1u-‘n3r$i|:|r1$|

Filez in the Desktop folder are stared in the target
location below,

You can change where files in this folder are stored to
another place on thiz hard diive, another drive, or another
computer on your nebwark,

Restare Default I Move. .. I Find T arget...

0k, ] [ Cancel Apply

6. Go to C:\Users\YourCougarnetID \OneDrive - University Of Houston\Profile\Desktop
7. Select the OneDrive — University of Houston Folder.

@Qv| v Cornputer » Local Disk (C) » Users » o365tst3 »
Organize « Include in library « Share with « New folder
Marne B Date modified Type
& Contacts 3282017 114 P File falder
m Desktop 32EFI0LT 120 PR File folder
& Downloads 34282017 L35 PR File folder
O Favorites 3282017 114 P File falder
# Links 32972017 L3BPM File folder
2| My Documents 3282017 114 P File falder
o My Music 3282017 114 P File falder
=| My Pictures 34282017 L14 PR File folder
& My Videos 3/28/2017 L14PM File folder
/@ OneDrive 32872017 1:37 PR File folder
/@ OneDrive - University Of Houston 3282017 1:40 PR File folder I
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8. Click the Desktop folder.

@uv| /v Cormputer » Local Disk (C) » Users » 0365tst3 » OneDrive - University Of Houston » Profile »

Organize = Include in library = Share with = MNew folder
Marme Date rnodified Type
[ & Desktop 3/29/2017 12653 PM  File folder|
& Dowenloads 329/2017 1255 PR File folder
9. Click Apply.

i Desktop Properties

5

| General I Sharing I Seu:urit_l,l| Location | Previous "»-"ersiu:uns|

Files in the Deszktop folder are stored in the target
location below.

“ou can change where files in this folder are stored to
another place on this hard drive, anather drive, ar another
computer on wour netwark,

C:Agzersh, SOnelrive - University OF HoustonsPro

Festore Default] [ Move... ] [ Find T arget...

e q@r

10



UNIVERSITY of

H O U STO N Technology Services and Support (TSS)

UNIVERSITY INFORMATION TECHNOLOGY University Information Technology (UIT)
10. Click Yes.
Fawe Falder @

l . Doyouwant to move all of the files from the old location to the new location?
N

Old location: ChUsers\moabjacki\Desktop
Mew location: Ch\Users\moabjackh Onelrive - University Of Houston'\Profiles\ Desktop

We recommend moving all of the files so that programs needing to access the folder's

content can do so.
o Mo ] [ Cancel

11. Allow other files/folders, if any, to be copied over to the new location.

12. Click OK.

13. Repeat Part 2 through 4 for each of the folders in your profile that you want to sync
with your OneDrive. For instance, if you would like to sync your Documents folder,
create a folder named Documents and follow the instructions above substituting
Documents for Desktop.

11



UNIVERSITY of

H O U STO N Technology Services and Support (TSS)

UNIVERSITY INFORMATION TECHNOLOGY University Information Technology (UIT)

Installing OneDrive for Business Sync Client
Instructions for Windows 10 users

Part 1: Downloading the Sync Client

Windows 10 has the client installed by default. To ensure you have the most recent Sync Client
please make sure that Windows 10 has been updated.

Note: Parts 2, 3, and 4 are identical to the Windows 7 instructions above.
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