
How to Save 
Files to OneDrive

in VDI



Open a Browser, such as Chrome, Firefox, Edge, or Safari

Go to: https://vdi.laniertech.edu
Click on: Vmware Horizon HTML Access



1. Sign into your LTC Student account using your full student email address.
2. Click: Login
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Click: Library, or Win10 Base, etc. (this will depend on which class you are currently enrolled)



Click: Advanced… (this step may not always appear. Go to next slide)

Firefox

Chrome



Click: Accept the Risk and Continue or Proceed to 10.1.0….
(this step may not always appear. Go to next slide)

Firefox

Chrome



Search for and open your desired app
1. From the search box, type the name of your app (In this example I’m using Microsoft Project)

2. Click on the App.
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When you are ready to save your work,
Click: File



Click: Save As



Click: Desktop



1. Name the document
2. Click: Save (make sure to save to your desktop)
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Your username



Click: X (to close app)



Next, we need to open OneDrive
To do this, open a web browser
Go to: https://login.laniertech.edu
Login with your full student email and password.

https://login.laniertech.edu/


You can open OneDrive through a link inside your webmail
Click: LTC Student O365 Mail



Click: The menu icon (top left)



Click: OneDrive 



To save files from your computer, you will need to upload to OneDrive

1. Click: Upload
2. Click: File 
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1. Click: Desktop
2. Click: On the File name
3. Click: Open 
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The document has now been saved to OneDrive!



How to Retrieve 
Documents From OneDrive

in VDI

Note: If you are already in the VDI computer, skip to page 25



Open a web browser to navigate to a vdi desktop.
Go to: https://vdi.laniertech.edu
Click on: VMware Horizon HTML Access



Sign in by using your LTC Student account
Click: Login



Click the desired desktop computer (in this example, it would be Library)



Click: Advanced… (this step may not always appear. Go to next slide)

Firefox

Chrome



Click: Accept the Risk and Continue or Proceed to 10.1.0….
(this step may not always appear. Go to next slide)

Firefox

Chrome



Once you are in VDI
Open a web browser
Go to: https://login.laniertech.edu
Login with your student email and password.

https://login.laniertech.edu/


To get to OneDrive, we will click a link from your webmail
Click: LTC Student O365 Mail



Click: The menu icon (top left)



Click: OneDrive 



Click on the desired file  



Click: Open Project 



Click: Yes 



Input: Student email address
Click: Next 

Your email address goes here



Click: No, sign in to this app only 



You should be back in your file!

Reminder – save and upload your file back to OneDrive when finished


