Dear UUFE Member:

OnJan 1, 2026 UUFE is switching over to a new implementation of One Drive that will keep
documentation organized. Documents will be moved over from the old system as
resources allow.

In keeping with the recently adopted IT Security Policy, you may get access to these
documents by using the credential shown below which is shared by all members. You will
have access to view but not modify these documents. All published documentation is
managed by staff in order to keep information organized and readily available. If you need
to publish a file emailitto office@uufeaston.org along with information regarding
which committee or organization it is from and where it should be posted.

Please:
X Do not share files or folders with anyone

X Do not use the OneDrive app on your computer to access UUFE files
X Do not sync these files to your desktop
X Do not upload files to My Files —files left there will be deleted

The following userid and password will be necessary to access these documents

Username member@uufeaston.org
Pass UUFE-docs

Detailed Instructions
You may access files via the web browser of your choice.

In order to prevent conflicts with any existing Office 365 accounts you have on your
computer, you should use Private Browsing. Find your browser on the table below and start
a private browsing session. For example, if you are using chrome, start a new incognito

session.

Browser Mode Name Key Features

Google Chrome Incognito Mode Srrc;\i/:[/zedzgit:;z:h)slnaving browsing history, cookies,
Mozilla Firefox Private Browsing Browses without saving history, cookies, and

temporary files locally.



Browses without saving browsing history, cookies,

Apple Safari Private Browsing and other browsing data

Microsoft Edge InPrivate Browsing Browses WI!:hOUt saving history, cookies, and
temporary files locally.

Opera Private Browsing Browses privately and includes a built-in VPN.

If your browser is not listed, please contact the help desk at
infotech@uufeaston.org

After you have started the private session, Point your browser to
https://onedrive.live.com

You will be asked to login with a username and password. Enter them as they appear above
including the case and all symbols.

Once you have successfully logged in, the following screen will appear:
What you will want to do is to view shared files.
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If the computer asks you to login just click OK, login should be automatic.

You will then be presented with the next screen:



You can double-
click on folders to
openthem.

The link next to the
blue arrow goes to
the old system
where you can
view and copy files
but cannot create
or edit them.

Double-click on
‘Board’ (bythe
red arrow) and it
will show you the
sub-folders under
it.

Now click on
‘Policies’ and
it will show you the
documents that
exist there.
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If you double
click on UUFE
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Figure 1 - UUFE Use Cases

the document.
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| hope these instructions were useful to you. If you have any questions or if things don’t

appear to be working right, please email tech support infotech@uufea

ston.org
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What is in the folders

The following diagram shows the document hierarchy.
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