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To create a new folder or document on OneDrive, please follow these steps:

o Sign in with your Microsoft OneDrive account, then go to the location where you
want to add the files.

@ Click New and choose the folder or document you want to create.
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Quick access

As you open files from shared
libraries, they'll appear in this Quick
access list.

Folder

@ Word document
B Fxcel workbook
Modified
@ PowerPoint presentation
@ | OneNote notebook
@ Forms for Excel

o/ Visio drawing

O Link

€) Then enter the name of the folder you want to create.

Create a folder

tnter your folder name

Modified By

File size Sharing

O After choosing the folder or document you want, it will appear directly on the page.
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“new folder About a minute ago Gal2ll s Al algll 0 items
N

M@ ~Document.docx About a minute ago saolall s alls plgll 947 KB
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Private

Private

Private

9 You can rename the folder or document by selecting the folder or document you want
and then clicking on Rename at the top of the page or by right-clicking on the selected
folder or file and from the drop-down list choose Rename and then type in the name

you want.
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