

/archives/records-management/links-resources.html
/information-systems/services/software/microsoft-365/roadmap.html
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Managing Records in OneDrive

OneDrive is not meant to be a central location for the long-term storage of official university records.
OneDrive should be used as a place to draft and develop official university records. Official university
records should be transferred to a central storage location (e.g., Share drive) or collaboration site (e.g., MS
Teams) when they are ready for review and/or sharing. For more information about how to identify official
university records, please see Transitory, Official and Personal Records: A Guide for SEU Employees.

What to store in OneDrive | What rot to store in OneDrive
e Individual research (e.g., published articles .
or other information for a future project)
e Early drafts of documents not yet ready for
review (e.g., working draft reports)


/content/dam/sfu/archives/PDFs/RecordsManagement/GLD056_OfficialTransitoryPersonalRecords_v2.2.pdf
/content/dam/sfu/archives/PDFs/Resources/staff/07eRecordsFileNamingConventions.pdf
http://www.sfu.ca/archives2/dur/classPlanGuidelines.html
http://www.sfu.ca/archives2/dur/classPlanGuidelines.html
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Please note that extensive sharing through OneDrive will create a complicated network of permissions since
unique permissions will be set for each individual document and/or folder that is shared.

Finally, be aware, that documents shared in private chat in MS Teams will be stored in your OneDrive
account.

Other Resources

See Microsoft OneDrive more information.

Sources Consulted
University of British Columbia, University Archives, Records Management Office (2021). One Drive Best


https://sfu.teamdynamix.com/TDClient/255/ITServices/KB/?CategoryID=919
https://rmo.sites.olt.ubc.ca/files/2021/08/OneDrive_BestPractices_Rev0.pdf
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