UMH-West

Getting Started - OneDrive
L Announcing Your New Home!

Your New Address

Your network files are moving to a modern, secure, and accessible home—Microsoft OneDrive. This upgrade means
easier access, better collaboration, version control, and peace of mind wherever you work through Automatic Backup.
Think of OneDrive as your personal cloud drive. Just like your current share drive, this information is only accessible by
you — unless you choose to share it!

What's Changing?
e Files previously stored on your network personal share drive (I:\ drive) will now live in OneDrive. Your network drive
will remain as a read only backup.
o You'll still have the same folders and documents—just in a new location.
o Your My Documents folder will be renamed to Documents.
o Full PC users (non-VDI/View Session) will need to run the Redirect OneDrive Zen Icon and reboot their PC.
The Zen icon will be either on your desktop or in the Zen Library.

RedirectOn
eDrive

e If you created custom Quick Links/Pinned items (outside of Documents, Pictures, etc. as shown in the screenshot)
these will need to be recreated to ensure they are pointing to the new OneDrive location, so you are not accessing
the read only copy on the personal share (I:\) drive.

e If you currently have pinned or recent files in Word, Excel, PowerPoint, or other applications, those links will no
longer work. Note the file locations so you can find them again after the migration.
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Step-by-Step: How to Use OneDrive

1. Find Your Files -
OneDrive is integrated into File Explorer (or Mac Finder) and is available via the Navigation pane. You can also access
these files through the web where you will find tons of sorting and filtering options.
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2. Save Files in OneDrive
There are multiple ways to save files in OneDrive. Here are two of the most common ways.
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3. Share Files/Folders
Sharing and collaborating is easier than ever with OneDrive.
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Choose Sharing Options
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b. Click Send to notify the
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4. View and Restore Versions
OneDrive keeps multiple versions of your documents.
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Get Additional Help

Review the UMH West [:\ drive migration to OneDrive - Known Issues / FAQ article if you are having difficulties or

1.
have questions.
2.
using OneDrive.
3. Ifyoustill need help, contact the service desk at 616-252-7378.

Learn more by reviewing the OneDrive Learning page to find videos, instructions, and other helpful information on

Non-urgent issues can be reported in Service now using the Help Button on their desktop, view session or Citrix.

Last Updated: 12/11/2025

Page 4


https://michmed.service-now.com/sp?id=kb_article_view&sysparm_article=KB0031723
https://mlearningcontent2.med.umich.edu/content/manifests/external/M365/OneDrive/scormcontent/index.html#/lessons/s2LDbJwQpeI6BM9hxjNUIjCv_B3JQaJC

	Your New Address
	What's Changing?
	Step-by-Step: How to Use OneDrive
	1. Find Your Files -
	2. Save Files in OneDrive
	3. Share Files/Folders
	4. View and Restore Versions

	Browse with Windows Explorer
	Use OneDrive for the Web
	Drag and Drop
	Save As (from Application)
	From Windows Explorer
	From OneDrive for the Web
	Choose Sharing Options
	View Version History
	Restore a Prior Version
	Get Additional Help

