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Cloud storage is a way to store data on the internet so that they can be accessed anytime, from any 

device, anywhere with an internet connection, so it is easy to edit and save files even without a USB 

memory stick. In addition, OneDrive for Business includes a function that allows you to share your 

files or folders with other users. Using this function, multiple users can create and edit files together. 

For more information, check out the videos on Microsoftʼs Official Website: [Microsoft Office Help and 

Training] . 
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How to Use 

Sign in to your Microsoft 365 via your web browser, then click the [OneDrive] icon. 

For basic instructions on how to use the system, please check the following manuals. 

You can also check this directly on OneDrive. 
[Log in to Microsoft 365] → [      (App launcher)] → [OneDrive] → [? Mark] → [Help] 

OneDrive is a Microsoft service. If you have any questions about  how  to  use  it,  or  if  you  need  
assistance, please use Microsoftʼs Official support, Microsoft Community. 

Microsoft Community 
Microsoft Community is a website managed by Microsoft where regular users and experts can ask 
and answer questions and exchange information about Microsoft products and services. 

Rules 

Rule Details 

Users Students, Faculty, Staff 

Period of Use While working or studying at APU 

Not Permitted 
[Students / Faculty] 
・Distributing course materials, submitting assignments, etc.
・Storing personal information or grading information

[Staff] 

・Managing or storing documents that contain personal information
・Managing or storing documents that should not be shared externally
・Permanent storage of documents or other information

*It is permitted to temporarily save the types of documents or
information above, but if you do so you must protect the file with a
password and delete it as soon as possible after use.

https://www.office.com/?auth=2
https://answers.microsoft.com/en-us


Notes 

・You must follow the regulations laid out in The Ritsumeikan Trust Basic Regulations Concerning 
Information System Usage and Operation Management and  
The Ritsumeikan Trust Information System Usage Regulations. 

・Cloud storage requires use of Microsoftʼs Microsoft 365. Please check the list of Microsoft 365
Services.

Specifications 

Spec Details 

Size Up to 1TB per account (100GB for students and other accounts)

Characters which cannot be used 

for file/folder names 
The following characters cannot be used: 

" # % * : < > ? / \ | 

Security Function Displays an error message if malware is detected 

Multiple File Download ・UTF-8 encoding allows download of multiple files in a Zip
folder

・Requires decompression software that supports UTF-8
coding

* Specifications are subject to change without notice. (Last confirmed: September 10, 2024) 

https://sso.ritsumei.ac.jp/siteminderagent/forms/login.fcc?SMQUERYDATA=-SM-NZx3pRvk6OedopIJNFIVKYaCpDoGwE%2bqzyeAuQKP2spnBo2bw0l4ndWoga5BgYi9QRSLT3yKYSSeXB8bGWpesaciJe76RX%2fLyHUP3QpWkqPti1Noz67K%2bysjeXsLv%2bbBRNqy%2fAGQ5AKVa8hxFb0IzheRIQWdJFNqpjozdoxvBUa3ZOR0LyMr0Hmk5KF%2fkLuYNVMEMpMJH75kvW9Rq%2bOCYsTdjH8vsxk8%2ftJBMAoVOka35hBPMxdPXQUuyMIX%2fku9Cy7kt%2bWkw3Y6ymjWTjFFI24%2fvaGhjU4o8rTRaEsRlJ7xyGReQg3O%2bzPNCCwTxojrVH3GhlA5NP0Ceb3L5XVC%2fMa3vz0tRJTxQUu6oTg6kFQpK%2bX3apZxE3iKsM5lXU3zbB7%2b3Ve3Tch2kuIOkmdcG2ZcDPbTnHj0uEIE2q6GkB7JGD1VgK5j5Rw%2faZX19im5YTqpkGjrsLzSB6eiS4nt%2f857FkOF8FnS
https://it.support.ritsumei.ac.jp/hc/ja/articles/900007186683-%E5%AD%A6%E6%A0%A1%E6%B3%95%E4%BA%BA%E7%AB%8B%E5%91%BD%E9%A4%A8%E6%83%85%E5%A0%B1%E3%82%B7%E3%82%B9%E3%83%86%E3%83%A0%E3%81%AE%E5%88%A9%E7%94%A8%E3%81%8A%E3%82%88%E3%81%B3%E9%81%8B%E7%94%A8%E7%AE%A1%E7%90%86%E3%81%AB%E9%96%A2%E3%82%8F%E3%82%8B%E5%9F%BA%E6%9C%AC%E8%A6%8F%E7%A8%8B
https://it.support.ritsumei.ac.jp/hc/ja/articles/4402972400281-%E5%AD%A6%E6%A0%A1%E6%B3%95%E4%BA%BA%E7%AB%8B%E5%91%BD%E9%A4%A8%E6%83%85%E5%A0%B1%E3%82%B7%E3%82%B9%E3%83%86%E3%83%A0%E5%88%A9%E7%94%A8%E8%A6%8F%E7%A8%8B
https://www.office.com/apps?auth=2&home=1


How to Save Files 

You can access the cloud and save files from your home or work PC. 
*The screenshots in this manual show the screen when using the Internet Explorer browser. 
 
Click [Upload], then select your file. Click [Open] to upload your file to OneDrive. 
※A max file size of 10GB can be uploaded at one time. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

※You can save a total of 20,000 items to OneDrive (all items displayed in OneDrive - files, folders, 
and links). 

※You cannot upload files with the [*.tmp] or [*.ds_store] file extension to OneDrive. 
※If a file with the same file name has already been uploaded to OneDrive for Business, a box will 

pop up that says “A file with this name already exists. Would you like to overwrite it?” If you 
select “Overwrite” then the original file will be overwritten. 

※Uploaded files and folders can only be viewed by the original user. If you would like to share your 
items with other users please refer to the How to Share Files manual. 

 
References: 
・Uploading files to OneDrive (Microsoft Official Site) 

[Microsoft Office365 Training Center] → [OneDrive] → [Work or School – Manage your Files] 
 

 

https://support.office.com/en-us/article/upload-files-and-folders-in-onedrive-work-or-school-5bd927ad-d186-495c-93e8-7ca116fe7b83?redirectSourcePath=%252fja-jp%252farticle%252f3269a7d1-2eaf-447f-98f8-1cf32b294fe3&ui=en-US&rs=en-US&ad=US


How to Download Files 

You can access the cloud and download files from your home or work PC. 

*The screenshots in this manual show the screen when using the Internet Explorer browser. 
 
Access OneDrive, select the files you want to download, then click [Download]. You can then select 
[Save] or [Save As] to download the file to your PC. 

 

 

 

 

 

 

 

 

 

If you select multiple files or a whole folder then click [Download], the files will be combined into 
one .zip folder for download. 
 
 

References: 
・Download Files from OneDrive or Sharepoint (Microsoft Official Site) 

[Microsoft Office Help and Training] → [OneDrive] → [Files] → [Manage] → [Download files 
and folders from OneDrive or SharePoint] 

 

 

https://support.office.com/en-us/article/download-files-and-folders-from-onedrive-or-sharepoint-5c7397b7-19c7-4893-84fe-d02e8fa5df05?ui=en-US&rs=en-US&ad=US


How to Share Files 

You can share files on the cloud with other APU and non-APU users. 
*The screenshots in this manual show the screen when using the Internet Explorer browser. 
 

Table of Contents 
How to Share Files with Other Users 
How to Access Files Shared by Other Users (APU) 
How to Access Files Shared by Other Users (Non-APU) 
 

How to Share Files with Other Users 

Access OneDrive, check the files you would like to share, then click [Share]. Type in the email 
addresses of the users with whom you would like to share the file, then click [Send] to send those 
users an email with a link that can be used to access the files. 

 
※The initial settings have “Allow anyone with the link to edit” on by default. If you would like other 

users to only be able to view the file, not edit, please click [Only allow designated users to edit] 
then remove the check from the “Allow Editing” box. Click “Apply” to save your settings, then 
add the email addresses. 

 



References: 
・Sharing Files on OneDrive (Microsoft Official Site) 

[Microsoft Office Help and Training] → [OneDrive] → [Share & Collaborate] → [Share 
OneDrive files and folders] 

 

How to Access Files Shared by Other Users (APU) 

When you click [Open] in the file sharing email you receive you will be able to open shared files. 
 

 

 

 

 

How to Access Files Shared by Other Users (Non-APU) 

Follow the steps below to access files shared by non-APU users.  
 
① After you click the link in the file access email, “Request Verification Code” will be displayed. If 

they click “Send Code” then they will receive an email with the code to access the file. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

https://support.office.com/en-us/article/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07?ui=en-US&rs=en-US&ad=US#OS_Type=OneDrive_-_Business


②Enter the verification code, then click [Verify] to open the shared file.  

 




