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Shared Drive — Best Practice

What should go on the shared drive?
- shared team/department documents and files within the relevant folder

Organising your team folders on the shared drive
- Create a folder structure for your department that is clear and makes sense. For instance, an overall
folder, and within those subfolders based on your department's major functions and workflows:

v Sample Shared Drive

v Academec
v Advising
Doe, Jane
Sith, fohn
v Administrative
v Meetings
Agendas
Minutes
Paolicies and Proceduses
v Human Resources
v Hiring
Search Committee
Staff Hiring

Use clear and consistent file names

- Allfiles on the shared drive should have a consistent file name so they are easily searchable and

findable.
File Naming Conventions Example
FileNameDateVersion MeetingMinutes2-5-23;Versionl

Review the access to your folders/documents

- you should regularly review what files are on the shared drive and if these can be deleted or
archived. You can create an archive folder within your departmental folder and move items you
no longer need to there.

- You should also regularly review access to your departmental folder. Only those that need the
information should be able to have access to those files.

- Look to review every 6 months

One Drive — Best Practice

What should go on the OneDrive?
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- The One Drive should be used for any instances where you are collaborating on live files,
documents, or content which you want to share which are large files that cannot be emailed
across to other users or external parties.

What is the difference and advantage of a cloud-based storage system?

- The difference between a cloud system and a network storage location i.e. Shared Drive, is that
your contents are stored on the cloud on Microsoft’s server. This means that this can be
accessed from many platforms if you know your login details, this would be the same login
details as your MS Outlook emails and MS Teams accounts.

The setup

- Your OneDrive should already be set up when your computer has been configured. If this is not
the case, please get in contact with the IT Support department to resolve this.

- The OneDrive is by default backing up the following locations to the cloud.

@ Desktop

4 Downloads
=1 Documents
PQ Pictures
) Music

id Videos

The advantage to this is that any documents you have saved on any of the following locations above, you
will have access through the One Drive cloud once they have been synced. The files can be migrated
onto any new machine setup if logged into the One Drive application i.e. Laptop or mobile phone.

Organising your folders on the OneDrive
- Create a folder structure that is clear and makes sense. For instance, an overall folder, and within those
subfolders based on your major functions and workflows:

Attachments O

ca- Birmingham Depot O
Birmingham Depot (Haulage) O A
CCTV and Alarm One Team Session &
CCTV Footage &
Certify Expense Receipts ©
CITB Master Documents O A
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How to share content and add restrictions

- Sharing files that are on your One Drive is as simple as right clicking the file you want to share.

Lertity Expense Kecelpts 7, 26/UY/ 2023 19:24 Fiie tolder
CITB Master p "10 File folder
¥ © @ B W
Conor Giles "10 File folder
a Ent
Cost Savings ™= Open A 118 File folder
Open in new tab
Cyber Essent © P w16 File foider
: 7 Open in new window
&l Desktop © Op 137 File folder
S (= Share B
Digital Pillar "10 File folder
, 57 Pin to Quick access
= Documents %10 File folder
<7 Pin to Start
Employees 150 File folder
) Compress to ZIP file
= Hemel Depc ;19 File folder
Copy as path Ctrl+Shift+C
HR Videos w21 File folder
ﬂ Properties Alt+Enter
1ISO27001 “10 File folder
(\ . .
T Meetingh <@ Always keep on this device "10 File folder
Tsharedpc & Free up space 123 File folder
-, i 5
Meetings OneDrive Share i
Microsoft Te Open in Terminal Copy Link ar
Manage access
NN1OBBWC  £7  Show more options ¥
Notebooks © 8 120072023 View online ar
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From the following window, you can add the person's email you would like to share the file with, add a
message and click ‘Send’ which will send an email to the recipient with a link to the file which can be
downloaded or edited live.

@ Share "Stanmore Haulage” X

L]
Share "Stanmore Haulage" £
A Add a name, group, or email V2%

& Add a message

Anyone with the link can edit.
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05
If you clickonthe ™ symbol, you will be able to add criteria and restrictions to the file or folder you
would like to share with the recipient.

: @ Share "Stanmore Haulage” X

Sharing settings o
Stanmore Haulage

Share the link with
This is where you
Anyone o ® can control who
Share with anyone, doesn't require sign-in
you want to share

the content to
People in Llynch Plant..d Haulage Ltd ©

IQ,I People with existing access ©

People you choose ©

" _ This is where you set if you want the
ore settings user to edit the share file or only view.
¢ Can edit

MM/DDAYYY 40— You can add a period of how long the

link will stay active.

& Set password

©

This is where you set a password for the Apply ‘ Cancel

share link as an extra safety barrier.

You can block any recipient from
downloading the online file.

Review the access to your OneDrive folders

- You should regularly review what files are on the One Drive and if these can be deleted.
- You should also regularly review access to shared files and folders. Only those who need the
information should be able to have access to those files.

Look to review every 6 months. For any further assistance, please send a request ticket to ‘ITSupport@I-
lynch.com’
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