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Guidelines to delete contents from OneDrive

1. OneDrive Recycle Bin

When you delete an item from OneDrive it isn’t immediately removed from OneDrive. Deleted items
go into the site recycle bin, where they stay until they are automatically removed approximately 90
days later. Within that time, you can either restore the files to their original location, or remove
them to free up storage space.

Locate Recycle Bin

Log into the Microsoft Portal (http://portal.office.com). Click on the OneDrive icon.

Other installs

[0 e, o

OneNote Mail Calendar way PowerPoint OneDrive People

M & B

SharePoint Newsfeed

Notice the Recycle Bin in the left navigation. Click the Files icon to see all of your files and folders.

van, Kathey Files
Files
v T Name Modified Modified By File Size Sharing
Recent
. 8 datastudio November 10,... Heilman, Kathryn A Only you
Shared with me
. 1 cfexamples November 10,... Heilman, Kathryn B Onlyyou
Discover P
#® Docs November 10, ... Heilman, Kathryn 8 Onlyyou
@ Favorites November 10, ... Heilman, Kathryn 8 Only you
Groups bring teams together M8 junk November 10,... Heilman, Kathryn B Only you
Join one or create your own.
| 0365 5 days ago Heilman, Kathryn 8 Onlyyou
> Browse Groups '
8 OneDrive 4 days ago Heilman, Kathryn 8 Onlyyou
+ Create Groups
#® Sharepoint 5 days ago Heilman, Kathryn B Only you
| T4stuff November 10, ... Heilman, Kathryn B Onlyyou
= Holiday-Schedule-2017.pdf January 19 Heilman, Kathryn 963 KB A& Shared
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To delete a file or folder, click next to the file(s) or folder(s) you wish to delete. Then click Delete.

£ Search

Heilman, Kathryn
Files

Recent

Shared with me
Discover

Recycle bin

Groups

Groups bring teams together.

Join one or create your own.
—> Browse Groups

~+ Create Groups

‘@ Delete ) € Restore

Recycle bin

v Name

@ sswinntemplate.docx

userprofile.docx
Web Comparison 1.6.15.docx

o webpagemockup.docx

dbtable.docx

a  Ficticious voice mail activation.doc

a Weekly Tasks for Kathryn Heilman....

| Date deleted

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

Deleted by

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Created by

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

15 selected X ®

Original location

personal/kheilman_umary

personal/kheilman_umany

personal/kheilman_umary

personal/kheilman_umary

personal/kheilman_umary

personal/kheilman_umary

personal/kheilman_umary

At this point, you may delete more files by clicking the Files icon and deleting more files or you may
choose to Empty the Recycle Bin or even Restore Files.

L Search

Files

Recent

Shared with me
Discover

Recycle bin

Groups bring teams together.
Join one or create your own.

—> Browse Groups

-+ Create Groups

[1] Empty recycle bin

Recycle bin

Name
Web Comparison 1.6.15.docx
g Heilman0513.doc
g Heilman0613.doc
g Heilman0713.doc
a Heilman1013.doc
Heilman11.14.docx

@ Heilman9 14.docx

+ Date deleted

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

Deleted by

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Created by

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Sort

personal/kheilman_umary

personal/kheilman_umary

personal/kheilman_umany

personal/kheilman_umary

personal/kheilman_umany

personal/kheilman_umary

personal/kheilman_umany

If you choose to Restore a file or folder, click on the file or folder and the icons at the top will change

to Delete or Restore.

£ Search

Heilman, Kathryn
Files

Recent

Shared with me
Discover

Recycle bin

[i] Delete € Restore

Recycle bin

v

Name
Web Comparison 1.6.15.docx
g Heilman0513.doc

g Heilman0613.doc

| Date deleted

1/25/2017 5:08 AM

1/25/2017 5:08 AM

1/25/2017 5:08 AM

Deleted by

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

Created by

Heilman, Kathryn

Heilman, Kathryn

Heilman, Kathryn

1 selected X G

Original location
personal/kheilman_umary
personal/kheilman_umary

personal/kheilman_umary

*Please remember files can only be Restored from the Recycle Bin within 90 days of deletion.
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2. Preservation hold library in SharePoint Online or OneDrive for
Business?

The Preservation hold library in Sharepoint Online or OneDrive is a special type of document
library that holds the content to help organizations meet legal and compliance requirements.
This library has several key features that distinguish it from other types of libraries, including
the ability to place holds on content, to require logs of all user activity, and to enable auditing.
The preservation hold library keeps a copy of all modified or deleted files as enforced by the
Retention policy or eDiscovery holds. However, there are sometimes you may want to remove
files from the preservation hold library, such as Accidental uploads, Migration issues, Copy, etc.
In case, a user uploaded about 500 GB size files for temporary sharing. After it served its
purpose, they deleted it. However, the Preservation hold library has a copy of deleted files and
occupied the storage quota. In order to free up the Onedrive storage space, the contents of
the Preservation Hold Library also needs to be cleared.

How to access the preservation hold library?

The preservation hold library is accessible to site owners and site collection administrators
from the “Site contents” page. URL Shortcut: https://amritavishwavidyapeetham-
my.sharepoint.com/sites/YourSite/PreservationHoldLibrary,

Similarly for OneDrive for Business sites, it’s at: https://amritavishwavidyapeetham-
my.sharepoint.com/personal/YourAccount_YourDomain_com/PreservationHoldLibrary

For Eg.. https://amritavishwavidyapeetham-
my.sharepoint.com/personal/cb_en_u4cse23456_cb_students_amrita_edu/PreservationHold
Library

EEEN

e n Retail # Public group R 17 members
®
Home + New v @i Siteusage (. Site workflows &3¢ Site settings [i] Recydle bin (34) .
@ ~
Conversations Name Type Items Modified
D Documents O Documents Document library 72 10/3/2021 12:33 PM
= Notebook & DocumentsV2 Document library 2 9/13/2021 11:55 PM
@ Pages O  Form Templates Document library 49 AM
Parent Projects O Invoices Document library 1 1011 1 AM
Sales Expense tracker O Invoices V2 Document library 10/11/2021 10:02 AM
Projects B Invoices V3 Document library 7 9/5/2021 6:58 AM
Invoices D Invoices V5 Document library 8 8/24/2021 11:14 PM
Site contents & ] Invoices V7 Document library 5 8/25/2021 8:38 PM
Recyde bin (] Site Assets Document library 6 10/9/2021 12:46 AM
B Style Library Document library 0 10/9/2021 12:46 AM
0 Preservation Hold Library Document library 7 10/9/2021 12:46 AM
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3. Deleting contents of the Preservation Hold Library.

For deleting the contents of the preservation hold library, please follow the procedure given
below.

1. Open the PHL contents list in the web browser with the URL
https://amritavishwavidyapeetham-
my.sharepoint.com/personal/cb _en u4cse23456 cb _students amrita edu/PreservationHoldLibra
ry

2. Select the contents to be deleted

3. Click on the “Delete” button shown on top of the list as shown in the screen shot

E‘ﬁmﬁ,’;{ﬁ SharePoint b & 7 system Administra.. (S )
A Edit B Editin grid view | W Delete | Y% Favorite | Download  *** X 2selected = All Documents ¥ s
Return to classic SharePoint Toggle selection for all items 1 HoId Library
ame lodified v lodifie y etention label etention label ... + co
o Ih N Modified Modified B Retention label Retention label Add
O => o tst10 B - Afewsecondsago System Administrator - [C
B8 Lo )
(-] @5 ~Documentdocx [ About a minute ago System Administrator - [C

Once deleted from the PHL, the contents will be moved in to the “Recycle Bin”. In order to
free up the storage space used in Onedrive, the contents needs to be removed from the “Recycle
bin” as well. In another words, the “Recycle bin” needs to be emptied.
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4. Onedrive storage matrics.

If you’d like to check the personal onedrive for business storage, you can go to onedrive for business
web page > settings (gear icon on the upper right of the page) >site settings > under site collection
administration >storage metrics, then you will see the specific information you want.

Or with the URL

https://amritavishwavidyapeetham-
my.sharepoint.com/personal/<Your_Email_ID_>cb_amrita_edu/_layouts/15/storman.aspx

OneDrive @ Chinasoft

Site Settings » Storage Metrics o

5 Site Collection

Documents
_catalogs

@ Blog
Lists
Social
Access Requests
Form Templates
Fire-gun
Style Library

Project Policy Item List

Total Sized

102.8 MB

1.2 MB

312.3K8B

68.9K8

50.9 KB

454K8

43.4K8B

38.3KB

98.17 %

1.18 %

0.06 %

0.05 %

0.04 %

0.04 %

0.04 %

0.01%

0.00 %

0.00 %

0.00 %

0.00 %

0.00 %

0.00 %

0.00 %

0.00 %

0.00 %

1023.90 GB free of 1024.00 GB [

(Page 1/2) Next *
Last Modified
7/8/2015 12:16 AM
7/2/2015 10:30 AM
6/26/2015 4:04 AM
6/30/2015 12:47 PM
7/6/2015 10:39 PM
7/2/2015 10:18 AM
6/26/2015 4:04 AM
6/26/2015 4:04 AM
11/27/2014 11:58 PM

6/25/2015 10:58 PM
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