HAA - How to sync a SharePoint folder with your computer
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Step 1. Check if OneDrive is installed and running.

On PC: In the taskbar in the bottom-right corner, look for the cloud icon (click the upwards
facing arrow to display all icons)
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On Mac: In the notifications bar in the top-right corner, look for the cloud icon
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If OneDrive is already installed and running, skip to Step 4.

Step 2. Open OneDrive

If you are using Microsoft Office, you should already have OneDrive installed.
On PC: click the Cortana-search bar and type in OneDrive. Click the OneDrive App icon
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On Mac: click the Launchpad icon then “OneDrive”. Alternatively, press Cmd+Space and

search for “OneDrive”
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- Step 3: Follow the prompts on screen to set up OneDrive.
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Enter your Harvard email address, and you will be redirected to sign in with your
Harvard Key.
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Hit “Next” through the next 2 screens
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Add files here so you can access them from other devices and still have them on With Files On-Demand, you can browse everything in your OneDrive without taking up
this Mac. space on your Mac. Files are downloaded right as you need them.
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- Step 4. Sync SharePoint folder with your computer.
o Inyour browser, go to the HAA Faculty SharePoint (sign in with your Harvard Key)
= ( https://hu.sharepoint.com/sites/HAA Faculty Course Planning)
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To view the information on this page, you need to verify your identity. Click to provide additional credentials.
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- Use the group to share ideas, files,
o Inthe left-hand margin, click “Documents”, then click “Sync”
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Return to classic SharePoint

o Your browser will then request to open OneDrive. Click “Open” or “Allow”
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o Mac:

< E-=

=~

Favorites

@) airDrop

L) Recents )
4 Applications FAS-HAA-Faculty
B Dosrton - Dacuments
]'% Documents

© pownloads

& OneDrive - Harvard University

[ Harvard University

Locations

< iCloud Drive
Cj Remote Disc

@ Network

Tags

o Windows:

M _Rad

< | FAS-HAA-Faculty - Documents

Home | shre Vi

T}, New item ~

[] %eo X

e £ Casyaccess -
Pinto Quick Copy Paste Move Copy Delcte Rename  New
sccess d pasteshonast 't tor - folder
Clipboard Organize New
€ “ &0 s HarerdUniversity » FAS-HAA-Faculty - Documents »
Sharepoint Project A Name -
ayneing sharepoint folde: Genera!
Tranings
o Creative Cloud Fies
~ B Horverd University
> FAS-HAA-Faculy - Docu
HAA IT- Documents
HAAIT-Test 1
HAA Staf - General
© @ OneDiive - Harvard Uriver
Apps
Crestive Cloud Fles
= Desktop
= Documents
LIGHTROOM TEST SET
&= Pictures
& Onebive - Personl
v ThisPC ofz
n 1item

5] Harvard University

)

v

Properties

Open
Edit

o History

Status

Step 5. This SharePoint folder is now accessible in your File Explorer.
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