OneDrive Guidance

When receiving the initial email notification a message will be received similar to below, this contains a link to your Cash Advance folder

g If you have not accessed OneDrive before then after clicking on
Open you will be redirected to a new page titled ‘Request
Verification Code’. After selecting ‘Send Code’ you will be
emailed a code to gain access to your files. This may be re-

Greg Watson (Schools Finance) shared a folder
with you

Hi Greg

directed to your spam folder so you need to check carefully.

Following an IT upgrade at the LA, the use of Microsoft OneDrive has replaced
Google Drive.

This link should enable you to access the November Cash Advance. You may be
asked to select 'Send a code’ to enable you to open the file, this may be received in
your Spam folder.
Any issues please do not hesitate to contact me.

Regards

Greg

(E) this link arly works for the direct recipients of this messag)

N.B. When entering your code select the ‘Keep me signed in’ box to ensure your link remains active
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You can then view individual files
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statements




Setting up a Desktop link

As an alternative to saving the link as a favourite, a desktop link is useful so that you can access the files each month when prompted. You may be prompted once again to
‘Request Verification Code’ and will need to choose ‘Select Code’. Again, this may be re-directed to your spam folder.

Copy OneDrive web link in browser
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Go to your Desktop and right mouse click selecting New and Shortcut
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Click in to the 'Type the location of the item' box and click on Paste

Q 2 Create Shortcut
What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

Type the location of the item:
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Click on Next

) #  Create Shortcut
What item would you like to creXe a shortcut for?

This wizard helps you to create shortcuts to local \y network programs, files, folders, computers, or
Internet addresses.

Type the location of the item:
n.gev.uk/folderview?id=0ByL ejehgxiVhM2Z2Wlk)SUDVD TN &usp=sharing Browse..,

Click Next to continue,

Type in suitable name for shortcut such as 'LA Cash Advances'



@ o Create Shorteut

What would you like to name the shortcut?

Type a name for this shortcut:

[New Internet Shortcut

Click Finish to create the shortcut.

@ #  Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:
LA Cash Advances

Click Finish to create the shortcut.

Finally click on Finish



A new Shortcut icon will now appear on your Desktop which can be selected any time to access OneDrive and your Cash Advance statements.
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