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About

All students at SLC are provided with an allotment of secure storage space to save and store
files. Each student has a OneDrive (cloud-based) account on the college network with 1TB
of hard storage space that can be accessed from on-campus or anywhere you have an
internet connection. We suggest that all students use the storage provided to avoid loss of
information due to lost or stolen devices or unsecured access to your personal files. Please be
aware that access to this file storage is available only while you're a student at SLC. You will
have access to this drive for up to two years after graduation. You should take the

opportunity during this time frame to transition your files to your own personal account.

OneDrive Plus (cloud-based) storage

To access your OneDrive, you will need to log in to SLC.me.

Login

Go to http://SLC.me

You will be presented with the login screen. Enter your SLC email address as your full email
address (be sure to include @student.sl.on.ca) and then enter your password. Click the

Sign in button.
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From the main SLC.me homepage, navigate to your OneDrive by clicking on the Office 365

application menu (9 dot waffle) in the top left corner, and then *OneDrive’.
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You can also access your OneDrive through your student email account. First, click on the

Outlook (Email) icon.
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in @ new window. On the menu bar at the top, you will

need to click on the applications menu icon in the top left (9 dot waffle). From here, the

menu of icon options will drop down. Click on OneDrive.
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Once you have clicked on OneDrive, you will be taken to your OneDrive page. If it is your
first time accessing your OneDrive, you can watch the quick video tutorial provided, and
then click continue to OneDrive to start uploading files.

Securely store and share files

Your files and folders are private until you share them.

Your OneDrive is ready (3)

Uploading Files

To upload files, simply click on the upload button, and choose a file from your computer to
store it on your OneDrive. To finish upload, click ok.
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Drop your first file here!

To create a new file directly on your OneDrive, click on the New button and then select the
type of file you would like to create (Word document, Excel workbook, PowerPoint
presentation, OneNote notebook, Excel survey) or create a new folder to sort your
files.

=

-+ New - T Upload Sync

LR

[} Folder

ﬂé Word document

ﬂﬂ Excel workbook

ﬂ; PowerPoint presentation
ﬂ? CneMote notebook

B8 Excel survey L

& Link

v

Once you have uploaded or created a document, it will appear under ‘My files’'.
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Sharing Files

By default, documents you upload will be shared with you only. To edit the share settings,
and allow others to view or edit your documents, click on the Name of the file/folder, and

then click on the ‘Share File Icon’.

My files

O MName ~ / Modified ~ Modified By ~ File size ~ Sharing
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This will open a new window where you can search for other users by name, email address,

etc. Enter the name or email of the person you are looking for, and then select either ‘Can
edit’ or ‘Can view’ from the dropdown menu on the right to change their permissions with this
document. Include a personal message if you would like and click *‘Send’ to finish sharing the

document.
Send link

People you specify can edit
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If others share documents with you, these will appear under the Shared>Shared with you
tab on the left-hand side. You will receive an email notifying you that a document has been

shared with you and then you will be able to view it here.

Debra Dalock Shared with you Jhared by you

B1 My files (D) Popular around you files will appear here as others share and collaborate on files.
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