
















See which files are 
shared and with whom

Files are private 
by default

Simple controls for 
quick actions such as 
creating a document, 
uploading, editing and 
sharing

Quick navigations to find and access 
files you recently interacted, shared 
with you or you are following



Multiple files are uploading by 
drag and dropping to OneDrive
for Business



Additional tasks: download a 
copy, follow content, see who 
has access, share, and check-
in/check-out. 

Preform frequent 
tasks: edit, share 
and post to yammer



One click to take documents offline 
and sync with a local computer

Access to content on-the-go, with 
changes automatically uploaded 
when back online.

Green arrows indicates 
newly sync’d files,









Allows to choose 
specific access 
permission for 
specific people

Share documents with other 
with quick action on the hover 
card or unlocking the 
documents 

Documents can be shared using 
the simple control or by dragging 
it to the Shared with Everyone 
folder 



Right from the inbox 
documents can be open in 
Office Online

Office Online allows multiple 
people to view and edit the same 
document at the same time.

When a user make changes in the 
document, the paragraph is being 
locked down to avoid conflicts



As best practice versioning control is 
activated to keep track on changes 



Documents stored in OneDrive for 
Business can be access from almost 
any device You can also stay 
connected via apps and browser.







The “out-of-the-box” auditing and 
reporting capabilities of SharePoint 
Online are also applicable for 
OneDrive for Business. 

Canned reports allow to audit against 
certain types of content activity in the 
organization system like the creation of 
content, the updates, deletes, and moves.



Admin has 3 options to control external sharing:
Prohibiting
Requiring login with a Microsoft account 
Leaving an option for the user to enforce 
authentication or allow anonymous login

Admin has the ability to control external 
sharing capability within OneDrive for 
Business in the SharePoint Admin Center



Admin has the ability to allocate more storage 
to a user if they get close to the 25GB limit to 
a maximum of 1 TB. 
admin needs to previously purchase 
additional storage for the entire tenant.



The eDiscovery Center actually allows to create 
eDiscovery sets where you can identify the sources 
that need to be preserve and protect as they might be 
relevant for a case the organization involved in. 

added and managed sources for preservation can include: 
SharePoint URLs and SharePoint sites and with the full 
suite of Office 365 - Exchange e-mail boxes. Enable In-
Place Hold Radio button can be used to protect that 
content in its original location.

Certain filters and the Boolean 
search can be used to narrow down 
the content that is preserve for 
particular case. 

Expanded Query Statistics available in real-time and offer 
a view into sub-components of the query that are 
contributing the most results, so user can make informed 
decision and negotiate better with the other party. 
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