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How to Sync Files and Folders from OneDrive
on PC

PURPOSE: How to automatically sync the Desktop, Documents, and Pictures folders
within Windows to your OneDrive account.

Click the tray icon arrow in
the bottom right hand @ OneDrive is up to date
corner of the taskbar and University of Colorado - System

then C“Ck on the OneDrive OneDrive User Guides.xlsx
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Open your OneDrive - University of Colorado - System folder
Settings

View online

Pause syncing

Manage storage
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Within this menu go to
Help and Settings on the
bottom right, and then
Settings within that menu.

O Drive Uiéf Guides.xlsx
Teams Chat File:

OneDrive User Guides.xlsx
Jploaded

EE

to Desktop

Open your OneDrive - University of Colorado - System folder
Settings
View o

line

Pause syncing

Get help
Send feedback

Close OneDrive

@ OneDrive is up to date @ OneDrive is up to date
University of Colorado - System University of Colorado - System

OneDrive User Guides.xlsx
silable in Microsoft
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Open your OneDrive - University of Colorado - System folder

View online

I Get help
Send feedback

Close OneDrive

ey
Open folder View online Help & Settings | B ) o
In the new window that : :
@ Microsoft OneDrive X
has opened, go to the
Office  About

Settings Account Bﬁup Network

Backup tab on the top and
then select Manage
backup.

Important PC Folders

Back up my files in the Desktop, Documents,
and Pictures folders to OneDrive, so they're
protected and available on other devices.

OK Cancel
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Desktop, Documents, and
Pictures folders will all be
chosen to back up by
default, click on any one of
these to deselect it from
backing up to OneDrive if
you would like.

Once you have selected the
folders you would like, click Desktop 3 ; —
Start backup at the bottom 4KE p -
right.

Microsoft OneDrive

Start backup

You can then choose to Microsoft OneDrive
View Sync Progress or close

the window. The data OneDrive is starting to back up your files
should now either be g e
backed up or backing up
from within these folders,
depending on the size and
number of files.

View sync progress
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If you need additional
verification that a folder or
file has synced, or if you

need to access folders and Search everything 1 New T Upload -
files from a different
device, sign into OneDrive OneDrive T Folder

online at office.com using
your CU credentials —
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