Back up your files to
OneDrive

First, check if your OneDrive is active. You will see a blue cloud icon on
the lower right side of your desktop when your OneDrive is active.
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If your OneDrive icon is grey or you are not logged in, please proceed to the How to Login to

OneDrive Section.

Your files will be automatically backed up if you save them in the
following locations: Desktop, Documents and Picture folder.
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You can also save your files here on your local OneDrive folder.
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Saved Documents on the sync'd OneDrive files/folders will have a
status icons highlighted below.


https://kb.mgmblendwell.com.ph/uploads/images/gallery/2024-06/73Nimage.png

l E l = || MyFolder

File Hame Share View

< v 4 || > ™isPC > Documents » MyFolder

s Quick access
[l MGM Food and Commaodities Corporation
OneDrive - MGM Food and Commeodities Corporation

B This PC
) 3D Objects
P Desktop
E Documents
Downloads
Music
B Pictures
& Videos

i Local Disk (C:)

% Network

. E . = | MyFolder
File Home Share View

< v 4 [ > ThisPC > Documents » MyFolder

# Quick access
[y MGM Food and Commodities Corporation

OneDrive - MGM Food and Commodities Corporation

© OLDER1
B This PC

7 3D Objects

M Desktop

E Documents
Downloads
Music

B Pictures

£ Videos

= Local Disk (C:)

!ﬂ Network

Mame

B FoLDER 1
B FoLDer 2
H} doc 1
B File 1
B text1

a3

& COLDER2 & doc1 ® Filen

S lext 1



https://kb.mgmblendwell.com.ph/uploads/images/gallery/2024-06/raoimage.png
https://kb.mgmblendwell.com.ph/uploads/images/gallery/2024-06/MTeimage.png

All files that has the Status icons are files that are sync'd or
backed up on OneDrive.

Your File is copied and sync'd on OneDrive Cloud

n This File is already in the cloud

. The File is currently uploading or syncing on OneDrive cloud
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