Use OneDrive Online to Back-up Folders
Background and Information - Microsoft OneDrive is a cloud-based storage and syncing solution that

works on any Mac, PC, or mobile device with access to the internet. After completing these steps, if you were
to lose access to your computer, you can access your files from OneDrive online, using another computer or
device.
This process can be done at school or at home. It will be faster if you are connected to an ethernet cord,
slower on Wi-Fi. If you have a large number of files, these steps can take a long time.

Repeat this entire process frequently, starting with Compress and Rename Folders, to
keep a current copy of your files on OneDrive.
Compress and Rename Folders

1. Use Finder
to locate your home folder designated by your first initial and last name.
2. If you are unsure of how to do this select Finder. At the top of the screen select “Go” and then “Go to
Folder”. In the search box type these symbols: ~/ press Enter and your folder will be on the screen.
GO
~ Can be found on the top left
of the keyboard. Press Shift
and ~ key.

Shift ~

3. Right click your Desktop folder and select “Compress”. This step may take a long time to complete if
you have a large number of files! This will create a zipped file named “Desktop.zip”.
4. Right click this zip file and rename it adding today’s date. Use an underscore to separate the numbers.
(Example: Desktop_MM_DD_YY.zip) Press, Enter.
5. Repeat these steps for all folders, with educational material in them. For example: Desktop and
Documents.

CAUTION: If OneDrive askes if you want to share, select “Cancel” or close the window.
Sharing should be Private. Do not use Flow or Sync unless you are an advanced user!
Access OneDrive Online:
1. Open a browser, we suggest Google Chrome. Go to your district email at http://owa.nkasd.com and
sign in.
2. At the top left corner of the page you will see a tiled square.

Select it to open a sub-menu and

select
3. Select “Upload” and then “Files".
Upload

CAUTION: If OneDrive askes if you want to share, select “Cancel” or close the window.
Sharing should be Private. Do not use Flow or Sync unless you are an advanced user!
4. Find your home folder designated with your username. Select one zipped (white) file and confirm your
selection with the button at the bottom right corner.
5. Google Chrome and OneDrive online must remain open to upload your zipped file. Use another tab or
browser for online access. Check your upload process, it may take some time to transfer large files.
When it finishes you will see your zipped, dated files in OneDrive online. Example:

6. Repeat with all your zipped, dated files.
7. When complete, sign out of OneDrive by selecting your personal icon in the upper right corner and
click “Sign out”. Close the browser.
8. When all your zipped files have been moved to OneDrive online, you can delete the zipped files from
your computer. Access Finder and locate your home folder designated by your first initial and last
name. Select a zipped file, right click and select “Move to Trash”. Repeat for all zip files.

Repeat this entire process frequently, starting with Compress and Rename Folders, to
keep a current copy of your files on OneDrive.

