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@edu

This tutorial is designed to illustrate some of the benefits your SkyDrive has to offer. SkyDrive is
designed for you to create a virtual sharing space. Within the SkyDrive space you can add
folders and users while controlling permissions and content.

You are given 25 gigabytes of storage space for your account.
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Logging In

Go to www.bakeru.edu and click on E-mail in the middle at the bottom of the screen.
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http://www.bakeru.edu

o

Click on
Graduate & Working Adult Campuses-Faculty (e-mail ending in @fac.bakeru.edu)

BAKER B

UNIVERSTY K

L Own Confidence

Academics Baker Life Admissions Alumni Resources

HOME » email B =S | B more
Student & Faculty E-mail Access
Students Faculty & Staff

« Baldwin City Campus » Baldwin City Carmpus

o School of Mursing - Topeka Campus s School of Mursing - Topeka Campus

e Graduate &YWorking Adult Campuses e Graduate & Working Adult Campuses - Staff

(e-mall ending in @stu bakerl edu) » Graduate & Working Adult Campuses - Faculty

/m ending in @fac bakerl edu)

Enter your Windows Live ID and Password, then click Sign In.

|
Microsoft™
Outlook Live
Windaws Live ID:
[testaccount@stu.bakeru.edu |
Enter your Windows Live ID and Password:
Password, then click "Sign In" [sseses |
Forgot your password?
[Jremember me (7)
[ remember my passward (7}
©2010 Microsoft Corparation | Privacy Use enhanced security (S5L) | Help Central |
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This will take you to your Inbox.
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@ Deleted Items
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From your Inbox click on the drop down menu titled More located at the top of the screen.

Click on SkyDrive.
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This will drop you into your SkyDrive account.
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Logging Into Your E-Mail from Your Faculty Portal Account

Go to www.bakeru.edu and click on Portal in the center at the bottom of the screen.
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http://www.bakeru.edu

Click on Faculty Portal Homepage.

B3

BAKER UNIVERSITY

Launch the Campus Portals

Student Portal Homepage
My Baker Portal allows you to see faculty directory, your class schedule, your attendance, GPA calculator, and your grades,
Additionally, vou will be able to review your personal information and change your Portal password.

DEGREE SEEKING STUDENTS: Your User Name for your Portal Login has been changed. Please refer to the recent
e-mail sent to your Baker E-Mail Address for further instruction.

Faculty Portal Hormepage *___-

Faculty Login Here

Enter your Username and Password, then click Login.

INIVEINOIT Y

Login

Required Field*
Please Login
Username* lindatest

Password* sessese Paszwaord is case sensitive

Craate a New Account
Forgot your pa

Enter your User Name and
Password, then click "Login"

Login

The site may no er. Recommended browsers with minimum supported
browser versions include Internet Explorer 5.0 and Firefox 1.0 for Windows. Also, Safari 2.0 and Firefox 1.0 for Macintosh users.
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Click on Links & Utilities

Then click on Faculty E-Mail

'@ BAKER UNIVERSITY

My Home Page
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Click on Click Here

' BAKER UNIVERSITY

My Hormme Page
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» Campus Info

b Academics

» My Profile
) My Students '.'JOTE: Adobe Acrobat Reader is required to view your online PDF docurnents, Tou can download th
b My Classes [

w Links & Utilities ¥ Accessing My E-Mail Account

Blackboard Click Here ‘F___.

Blackboard
Announcernent
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Microsoft Live@Edu SkyDrive Tutorial
© 2010 Baker University School of Professional & Graduate Studies (04/20) 9



Choose Graduate & Working Adult Campuses

BAKER

UNIVERSITY

e Own Confidence

s Baldwin City Campus
s School of Mursing - Topeka Campus

/”-*aduate 2 Working Adult Campuses

Accessing Your E-Mail Account

Enter your Windows Live ID and Password, then click Sign In.

Micrasoft®™

Outlook Live e

Outlook Live sign in

‘Windows Live ID:

‘testaccount@:tu.bakeru‘edu

Enter your Windows Live ID and

Password:

Password, then click "Sign In"

Forgat your password?

[Jremember me (7}

[Jremember my password (7)

©2010 Microsoft Corporation | Privacy Use enhanced security (551 | Help Central
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This will take you to your Inbox.

T

icrosoly
butlook'WebApp Home Mail People Profile
Inbox
4 LarFavnrites Einew ~ X - Move~ Fiter = View = & ) }J %
L5 mbox o o3 — e
L}J Unread Mail il
L;_-] Sent Items Arrange by: Date - MewestonTop +

s There are no items to show in this view,
4 {3 IT TestUser

L:| Inbox

L(2| Drafts

= S

e This will take you
9 otes <

[@l JunkE-Mai to your inbox.
@ Deleted Items
& L@ search Folders
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From your Inbox click on the drop down menu titled Office located at the top of the screen.

Microaoft* .
Outlook' Web App Rl R —
Inbox
a [ Favorites Binew v XK v Move v Fiter = view = | & ) N i&
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Click on Recent documents.

Mail» Office~ |
Recent documents
‘Your documents
Your groups
=
Mew Word docunent
. Mew Excel warkbook,
er Unive .
Mew PowerPaink presentation

= Larp [Mew Cnetote niokebook,
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When the screen refreshes click on SkyDrive.

>

Mail  Office |
vy B windows La™
H Office
Clint = Office
Personal Mew +  aAdd files
2010 Oniline Course Desig
Test Fold E i
= i = Recent documents on SkyDrive

Wiew 3l

] Document2 Clint McDuffie July 23
Shared ) Book2 Clirt. McDuffie July 21
Example Workspace ) Document1 Clint McDuffie July 21
My Docurnents (B Presentationl Clint McDuffie July 21
HE TR (& Book1 clint McDuffie  July 21
Public ] )
Spring 2010 Faculty Meet Wiewy ol 2| 35yDrive (
Wiy 3l y )
G Messenger social

Your friends haven't done anything new with docurnents lately, Add people

This will drop you into your SkyDrive account.

AR Mail Office  Photos  More | MSM
oy B windows Lve

m Ciiﬁt‘s SkyDrive )w//

| dint = SkyDrive

Mewe » Add fles  Wiew synced folders  Options «
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Adding Documents to Your SkyDrive

To create a folder for your SkyDrive click on New above the word Documents.

Next, click on Folder.

T LS Mail  Office Photos  More | MSM
oy B

\i‘ Clint's SkyDrive

) Clint = SkyDrive

Mew »  Add files  View synced folders  Options -
® \word document
2 Excel workbook
[EH powerPaint presentation
W CnemMate notebook

—_— Falder @
Dk ey ey Public

Group Diocuments

Give your new folder a Name.

s W wrndons Lve
Create a folder
W it - SkyDrive » Create a folder —

Ll e folded

Share with: Just me Char

Mext Cancel

Next to Share with: click on Change to set access permission to your folder.

To adjust with the sliding scale under Who can access this left click and hold your cursor over
the arrow next to Just me.

As you move it up or down you will see color appear that indicates the permission level you are
on.

You're not sharing this folder,
Who can access this
Everyone (public)
My friends and their friends
Friends (2)
Some friends (2)

Just me

Microsoft Live@Edu SkyDrive Tutorial
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Just me keeps the folder private.

o

If you choose Everyone (public) the folder will be accessible by everyone with a Live@edu
account.

If you choose from Friends or Some Friends it pulls from the names in your Messenger and
Profile. Click the number behind Friends or Some friends to pull up a list.

Frienids (=)

Sorne friends (20

To invite someone to share the folder with enter in a user’s email under Add specific people.

Note: By clicking on Select from your contact list you can choose names out of your address
book.

Click Save when finished.

‘fou're not sharing this folder,
Who can access this
Everyone (public)

My friends and their frisnds

Friends (=) Can add, edit details, and delete files
Some friends (23
Just me
Sharing this with Frisnds, My friends and their friends, or Everyone (public) may also publish updates
to some you have set up,

Add specific peaple

Enter a name ar an e-mail address:

@stubakry.edu] b—

Microsoft Live@Edu SkyDrive Tutorial
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When you are finished click Next.

Horme  Mal  People  Profile

Create a folder
Clint = SkyDrive = Create a folder

Mame: [Mew falder

Share with: | Select peaple.. v

Public and networks
[ Everyone (public)
O My network (50

Categories

Yiou can add or change categories, Learn more

Individuals

Enter a name or an e-mail address: Select from your contact list

After you have clicked Next the screen will refresh and you will be able to upload files.

Click on Select documents from your computer.

\j Add documents to New folder (2)
(

| dint = Office = MNew folder (23 = Add files

Ofiles  Total size: O KB Photo size: | Large (1600 px) =

Microsoft Live@Edu SkyDrive Tutorial
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Locate the file on your computer.

Click on the file’s name so it appears in the File name section.

Then click Open.

File Upload
Loak in: | I Tutarials

3 8 Free Conference Calling Tutorial for Students, dac
Free Conference Calling Tutorial,doc
ty Recent @Gcast Instructions, doc
Documents 8 Google Docs Tutarial,dac
— 8 Goagle Sites Tutarial dac
F
$ 87 3ing Tutorisl,doc
" Lib¥ResearchToalbar . pdf

Desktop

My Documents
. 81 agitech webcam Tdorial, doc

‘_‘j 4] L agitech Webcam Tulorial,docx
B Mondle Quick Start Glde.doc

My Computer
<
. Fil : Live(@E du Email Tutoriald
._,_‘J] e name: I\"e@ L Emal T utonal. doc
My Metwork g ot e ANl Files

[=TI—

v O

2IX]

@MDDC"E SCE follow-up training rev 11610.docx IllE]Using Skype.dt

B ooficial Student Moodle Guide. doc

) Official Student Moodle Guide, pdf

2 Online_Library_tutorial pdf

B rondes Tutorial.doc

B 5creencast-0-Matic Tutorisl,doc
lﬂ_]Screenr Tutarial.doc

B 5pGs Style Guide.docx

2 Student Blackboard Tutorial_2010.pdf
8 5tudent Mondle Guide formatting,doc
Ill—ﬂ]student Moodle Guide Formatting, docx
B student Portal Tutorial 3, doc

T student Portal Tutorial v3.pdf

B9 Twyitter Tutorial,doc

IE_I]Using Skype.doc

Using Skype.po
‘fouTube Quick

>

The file’s name will appear.

You’ll see the file upload with its status.

Usar Guide..,
=) F

Microsoft Live@Edu SkyDrive Tutorial
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Once the document is uploaded it will appear.

To add more documents click on Select more documents from your computer in the bottom
left corner.

./’—‘-_7- = <
3 || Add documents to Sample X
V| dint » Offce - Samnple = Add files 4 &@/‘N
1 of 1 file uploaded  Total size: 27 KB Photo size: | Large (1600 px)  ~ |

L@ Discussion..
27 KB ®

e

Continue

To upload more documents follow the instructions outlined above.

When you are finished click Continue.

try B Windiwis Live

= Al /—'/"'F ” ~
3 Add documents to Sample 7~ >\ )\
Ii Cint » Office = Sample = Add files @'\\/’ /’)/
2 of 2 files uploaded  Total size: 901 KE Photo size: | Large (1600 px)  ~

@ Discussion.. @ User Guide...
27 KB = BB 573 KB =
rad ¥,

\_
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When the screen refreshes you will see a list of all the files within that folder.

You will always be able to add files to this folder by clicking on Add files.

Note: You can download the entire folder once you’ve created it by clicking on Download as

.zip file.

Mew +  Add files  Share - View: Details = Sort by, Date - Download as zip file  More -

You've created the folder New folder (2), Let people know

oday

.EI_] ETL 2010 call for proposals Clint 2 minutes ago

Shared with:

| New folder (2) X 7P\
UV cint - Office = New folder (2) \Méﬁ/f\\\

Microsoft Live@Edu SkyDrive Tutorial
© 2010 Baker University School of Professional & Graduate Studies (04/20)
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4
Share Your Folder
From your Inbox click on the drop down menu titled More located at the top of the screen.

Click on SkyDrive.

EEE—————
Saielnd Baker University Student Mail Mail. Office- Photns- More. | MSh- Clint McDuffie )
Zopr il by Micrasoft cutonk web App b Sign out
Inbox ﬁ SkyDrive Ric-  Optons [ @ -
4 57 Favorites Banew - | K - vove - Fiter = view v | & \ ¥ Hobile Expand Al | Newest on Top)
3 mnbox (1 —E —..& Downloads
o v - -
L& Unread Mail | | All services
[ sent Ttems Arrange by: Date - Mewest on Top lamin
4[5 Clint McDuffie )
[ Inbox (1 3 Make e and work easier « = fictions ~ (3
L Lo aat O e ke PETeh Monday, Februaty 15, 2010 Lid4 PM

This will drop you into your SkyDrive account.

Click on the name of the folder you wish to share.

[ 4 || Clint's SkyDrive 7
M clint = SkyDrive M

Mewe »  Add files  View synced folders  Options -

2 = g = 24
Baker Test [Ty Mew folder My folder Public Sarnple
Group Docurnents (21

Microsoft Live@Edu SkyDrive Tutorial
© 2010 Baker University School of Professional & Graduate Studies (04/20) 19



There are three ways to share a folder.
From within a folder click on Share.

Choose to either Edit permissions, Send a link or Get a link.

BAKER, Mail Officc  Photos  Maore | MSN
by B windews Live

2 || Sample
8 dint - Office - Sample

Mew »  add files ;’éﬁ'é'f'é":%)etails + Sort by Date»  Download as zip file More s
Edlit perrmissions
Send a link

YYou're donel You iles.

Get alink

Today
iy User Guide for Dimndirn Web Meetingn - Clint 3 minutes ago

.E_I] Discussion Board Rubric Clint 2 rinutes ago

Shared with:

>

If you click on Send a link you can either enter the person or persons’ email or click on To.

Clicking on To will bring up your contact list.
(Please refer to the Live@Edu Student E-Mail Tutorial for how to add contacts.)
Choose the person or persons by clicking the box behind their name.

Their email will automatically appear in the To section.

Horme  Mal  People  Profile

E‘;,'h' NOOwWsS Live .
Send a link
Clint = SkyDrive = Public = Send alink

Ta fac.bakeru, edu x

You can add or change categories, Learn more

People | Categories Close

\D Select Al
v | @fac.bakeru, edu Dfac, bakeru, edu A

B

Microsoft Live@Edu SkyDrive Tutorial
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When you are finished click on Close.

Close

Home Mal People  Profile

Oy Ef’\l‘ Ndaws Livie
Send a link
Clint = SkyDrive = Public = Send alink

@fac.bakeru, edu x
You can add or change cateqgories. Learn more
People | Categories Close
O select Al FS
<

@fac, bakeru,eduy fac. bakeru.edu

In the box provided type a message to be sent with the request.

If you check the box next to Don’t require recipients to sign in with Windows Live ID then
the person will be able to view the folder without logging in to their email account.

When you are finished click Send.

Include your own message (optional ); :.-ﬁ""

Type a message to be sent with the request here,

[] Don't require recipients to sign in with Windows Live ID

If you click on Edit permissions when the screen refreshes you can either adjust access via a
sliding scale or adding names.

To adjust with the sliding scale under Who can access this left click and hold your cursor over
the arrow next to Just me.

Microsoft Live@Edu SkyDrive Tutorial
© 2010 Baker University School of Professional & Graduate Studies (04/20) 21
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As you move it up or down you will see color appear that indicates the permission level you are
on.

You're not sharing this folder,

Whio can access this

Everyone (public)

My friends and their fiends
Friends (2

Some friends (3)

Just me

Once you stop of permission levels you will see a drop down men appear.
The drop down menu sets the permission level.

You can either allow those you share with to add, edit or delete files or they can only view files.

You'te not sharing this folder,
Whio can access this
Everyone (public)

My friends and their friends

Friends (=) ECan add, edit details, an delete files | v
Can view files

Sorme friends (2) Can add, edit details, and delete files

Just me

Microsoft Live@Edu SkyDrive Tutorial
© 2010 Baker University School of Professional & Graduate Studies (04/20) 22
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To invite someone to share the folder with enter in a user’s email under Add specific people.

Note: By clicking on Select from your contact list you can choose names out of your address
book.

Click Save when finished.

‘fou're not sharing this folder,
Who can access this
Everyone (public)

My friends and their frisnds

Friends (=) Can add, edit details, and delete files
Some friends (23

Just me

Sharing this with Frisnds, My friends and their friends, or Everyone (public) may also publish updates
to some you have set up,

Add specific peaple

Enter a name ar an e-mail address:

@stubakry.edu] b—

Fill in the message you wish to send to those you’ve shared the folder with.
Then click Send.
-or_

Click Skip this and no message will be sent.

People who already had permission are not induded in this notification,
To m@fac. bakeru.edu

Include your own message:

\

Ty A

Microsoft Live@Edu SkyDrive Tutorial
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You can always go back and edit permissions on a shared folder by clicking on Shared with:

People I selected when it appears.

Sample
LAY dint - office = Sample

Add fles  Share

~

e = Download as zip file Mg

Wigw: Details - Sort by Date -

‘fou've changed the permissions for this folder, You can also create a group an
easily communicate and collaborate on documents you share, Create a group

Today
i) User Guide for Dimndim ¥eb Meeting n

8] Distussion Board Rubric /

Shared with: People [ selectad

Clint 22 minutes ago

Clint 27 minutes ago

In the box provided type a message to be sent with the request.

Home Mal  People  Profile

Send a link
Clint = SkyDrive = Publc = Send alink

@fac. bakery.edu x mfac.bakeru.edu x
@hakeru.edu x

@fac bakeru.edu x

‘st bakeru.edu x
ou can add or change categories. Learn more

Include your own message (optional )

[ Don't require recipients ta sign in with Windaws Live ID

Send Cancel

[

If you check the box next to Don’t require recipients to sign in with Windows Live ID then
the person will be able to view the folder without logging in to their email account.

Microsoft Live@Edu SkyDrive Tutorial

© 2010 Baker University School of Professional & Graduate Studies (04/20)

24



When you are finished click Send.

Include your own message (optional):

—

Type a message to be sent with the request here!

[] Dan't require recipients ta sign in with wWindows Live 1D

Send Cancel

To share a link to your folder click on Share and then Get a link.

Edit: permissions

\Send a link
Yiouve '
0%3 Get a link
[

) BAKER Mall Office  Photos  More | MSM
2 | Sample

V| dint - Office - Sarmple

Mew = Add files Sharm%\t: Details = Sort by: Date » - Dowwnlo

for this folder, You can also
Easily COMlemeo s msessmseendt 2 07 documents you share,

Place your cursor over the space provided under Copy this link to share:

Then right click on your mouse and select either Copy or Cut.

Share with friends
Copy this link to share:

https:// cid- 84791546137 TdbB.skydrive.live.com/redirasox

Note The people you share this iterm with will ng

Share with everyons
Create a public link to this itern:

Select Al

Note Anyone can use this ink to view the item Add 2 Keyword for this Search...

Done

Share
Page info

#Generate custom search, .

wREhad cid-8479154f61377dbid. of i, .. via EZProxy

—> I

You will now be able to paste this URL into an email, a document, or course to share with

others.
Microsoft Live@Edu SkyDrive Tutorial
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Note: If the permissions for the folder are set to public then anyone will be able to access the
folder; if not, click on Permissions to make the necessary adjustments outlined in the Edit

permissions section of this document.

2 || Get a link
L% clint » Office » Sample » Get alink
Share with friends

Copy this link to share:
P.lttps:_.-'l_.-':cid-;S-ll]‘.El LS-ler L"3l'1.'i‘;iES.sLl}r(I-l.'ive..l-ive.com_.':rec.l-ir.asp:l-:l?-res' Im TﬁSiFﬁLjTTbBE!J:lBSEinuLT

MNote The people you share this item with will need permission o view it

To exit SkyDrive click on your name under the folder’s name. That will take you back to your
profile page.

Home Mail People  Profie Search People or weh |

New folder
Clint = SkyDrive » Mew folder

Add fles  Create folder  Wiew: Icons - Sort by: Mame - Send alink  More -

Join our preview program to create, edit, view, and share Office docurnents anling! Learn more

Microsoft Live@Edu SkyDrive Tutorial
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My Documents

There are a series of icons that will help illustrate the permission type you have for a folder.

% Indicates that you are the only person with access to the folder. It is not shared or public.

@ Indicates a public folder that anyone with a Live@Edu or that you give the link to can

[<F* | Indicates that the folder is shared with other users.

Your My Documents folder is a secure place to store files. You will be able to access its content
from any internet connection through your Live@Edu login.

Create folder  add files

o

Tl /)

My Mew folder Pubilic
Docurnents
[ = f 2
Favorites Shared
favorites
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Your Public folder is a shared folder with everyone. Adding content here would be accessible by
anyone logged in to Live@Edu.

N\

My Mewy folder Public
Documents

Create folder  add files

L L

ek

Favorites Shared
favorites

Your Favorites folder is where you can add shortcuts to your favorite websites that you can
access from any online computer.

| Bl |
I Ea] I |@ | @
My Mewy folder Public
Docurments
! 2 ! 2
Favorites Shared
favorites
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