Oodrive Work - «My Space» section

Go to the list of spaces

Return to the home page of the
solution to browse the teamspaces
that are available to you.

Share files
Create a quick share via link or
email. You can share files and
folders from either your computer or
your space.

Browse your files and favorites

From the navigation panel, access
the file explorer, items saved as

Favorites, and all items shared with —'

you collaboratively or via e-mail.

Manage sent shares

Modify, disable or re-enable the —)
shares you created.

Keep an eye on your data usage

codrive work

My space

This is where you can find all your
personal documents and collaborative
shares.

o Quick share

My documents

o)

.

Received documents

c

Favorites

Share management

Trash

Eh By %

Storage 1GB

Follow the total storage space =) =

available and currently used, as well
as the storage space used by items
in your Recycle bin.
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Owner:

Created on:

Modified on:

Location:

Size:

Item number:

=== Portal . Elizabeth Campbell

Elizabeth Campbell
5/30/23, 439 PM
5/30/23, 4:40 PM
Documents

12.37 MB

8 folders - 39 files
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Search for your files

The search is performed on the
name and contents of files in your
Documents.

Access your account

You can view and modify your
personal information and
preferences, manage your
delegations, access online help and
log out of your session.

View file details

Browse the information panel tabs
to view an item’s properties, follow
the actions performed by you and
your colleagues, add memos and
business data, or view the different
versions of a file.
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2.

Log in to your workspace

Retrieve the username emailed to you when your account was created.

Click Set my password.

Hello Elizabeth Campbell,

A user account has been created for you by Amandine Girard

Workspace: https:// =

Your usemame is: e.campbell

Set my password

Link expires on: Sunday, August 14, 2022, 10:00 AM

You will be redirected to a browser page asking you to set a password and confirm
before clicking Validate.

Click Log in to access the login page.

Enter your username and password, then click Log in.

Retrieve the username emailed to you when your account was created.

In your web browser, go to the login page for your workspace:

< C {t @ https://sharing.oodrive.com/auth/ws/the-name-of-your-workspace

Enter your username and password, then click Log in.

If you have forgotten your password, click Forgot your password?

Browse your files

Go to the My space section of your Oodrive Work application.
In the navigation panel, click on the My documents section.

From here, you can view all of your files and folders.

Go to the Received documents section to view all shares you have received
(collaborative or via email).
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4. To view a file or a folder's details, select it then click © in the upper-right corner above

your files.
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From the information panel displayed on the right side of the page, you can view the selected
item’s properties.



Add files Edit a file with Office Online

1. Inthe navigation panel, click on the My documents section. 1. Browse your files and select the file you'd like to edit.

Please note: You can edit your own files as well as shared files for which you have

2. If you want to add files to a specific folder, browse your folders and open the folder of
editing rights.

your choice.

3. Click Import, then select Import files. 2. Click Manage and select Edit, then Edit with Office Online.

Import files X ss Manage A
@ Consult
E Import files . Import folder
7 Edit > 7 Editwith Office
Copy ¢ Editwith Office Online

+}» Move ¢ Edit with Collabora

4. Browse the file explorer on your computer and select one or several files by holding
down the Ctrl key.
The document opens in a new tab.
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5. Click Open. ] ]
3. Login to your Office 365 account.
& vt @) custen compoe If you prefer, you can also drag and drop files from your 4. Make changes as desired.
computer’s file explorer to the My documents section. )
My account Your changes are saved automatically, as you make them.
Delegtion (4 To import a local folder to your Oodrive Work
B _ workspace, download the EasyTransfer plugin from the 5. Once you finish, close the tab.
B enguase Englih Applications menu, which you can access by clicking
B3 Applications on your profile. If you do not have an Office 365 account, you can edit a file locally using EasyTransfer. To
8 do this, click Manage and select Edit, then Edit with Office.

Logout



7.

Make a quick share via email

In the navigation panel, click Quick share.

o Quick share

From the file explorer on your computer, select the files and folders you'd like to share,
then drag-and-drop the selected items into the quick share window.

Click Add from the app to select items from your workspace.
Select Share via email.

In the Send to section, browse for contacts or enter a new email address to add one
or more recipients.

Send to

palmer ~ jiti}

CONTACTS

! Cecil Palmer & I

Click ® to select the recipients directly from your address book or to create a
contact quickly via the Create a contact button.

If needed, enter the contents of the email message.

Modify the sharing options according to your preferences:

HEEE
HEEE

When you are finished, click Share via email.

The recipients will receive an email containing a link allowing them to access and download
the shared items.

8.

Create a collaborative share

Create a new folder by clicking Create, then Create a folder.
Add all the items you'd like to share to the new folder.

Select the folder.

Click Share, then select Create a collaborative share.

In the sharing form, use the address book to add one or more recipients.

Note: To make things easier, a blue check mark indicates which colleagues you can
add to a collaborative share.

Select the share permissions you want to grant your recipients.

&e All recipients (3)
ﬁ Andrea Wilson @& Collaborate v
l Cecil Palmer & Download v

When you create a collaborative folder, you can configure the access rights for all
recipients at once or individually.

Click Next, then modify the sharing options according to your preferences:

Y]]
7]

When you are finished, click Share.

Use the Memos tab of the information panel to communicate with your colleagues by
adding memos to files and folders on which you collaborate. You can tag other users in your
memos by adding the @ symbol followed by your colleague’s name. The tagged colleague will
be notified via email.



Modify a share Manage your shares

1. Inthe navigation panel, click Share management > Shares sent.

Shares sent Details Activities
® -, managems
a = EERD =N = 1. In the navigation panel. click Share | Tdav
- Crstondate 4 Exrotiondat management > Shares sent. & 7:01
B recots 5/16/24,11:56 AM - *" Amandine Girard uploaded the file

=3 O Bl Meetoos shenenssan - 2. Select a share to display its details, then click on ﬂ Meeting-Minutes-17-03-2024.pdf
Lo * O Management & Strategy Report.pptx =] 5/3/24, 4:58 PM - the ACtiVities tab-

Favorites - ga 20z Pamingsiex = e R Amandine Girard downloaded the folder

3. You view the actions of your recipients on the

e v BB o6 - AcHiProject 63 5/3/24,4:56PM

— h re. n 01 - Meeting Minutes
i_' Quarterly report Q1 2019.pdf 69 5/3/24,455PM share
i Toen - B G To manage activity notifications for a collaborative share you're a recipient of, select it in
the Documents section and enable/disable the notification option along the bottom of the
You view all your shares, as well as items that have been re-shared by your Details tab.

colleagues.

2. Use the filters along the top of the page to locate a specific share.

Share type v Share state v Creationdate v Recipients 1. Inthe navigation panel, click Share management > Shares sent.

2. Inthe shareitem you'd like to modify, click on the toggle switch.
3. Click on the share you'd like to modify to view its details. B8 05 ABC Project Active @D

Details Activities

4. Click Modify.

File

5. Modify the recipient(s), share rights, email message and m e 1. In the Share management > Shares sent section, identify the share you'd like to
share options. Reciplents (2) delete.

6. To update your changes. dlick Validate § TIIITL oo 2. From the Details tab on the right, click Delete.

. ' . ’ Cecil Palmer Collaborate

Please note: If your share has been re-shared by a | invitation 3. Topermanently delete the share, click Delete.
colleague, you won't be able to modify the new share, (=) R ey
but you will be able to disable or delete it. An cmailwil o resent t il actve recpionts Please note: Deleting a share does not delete the original files from your documents.

You can select multiple shares at once to delete them or to
modify their share end date or status (active/inactive) in bulk.
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