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Technology has changed the way we communicate and collaborate. This learning module was designed so KDE 
staff would get a better understanding of the basic functions and features of SkyDrive. In this module you 
will complete the learning and reflection activities as well as sharing your ideas and thoughts in the discussion 
area.  
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Session 1: Introduction  
“Transforming schools into digital age places of learning requires leadership from people who can accept new 

challenges and embrace new opportunities.” Digital Age Leadership - ISTE 

Goal:  

National Educational Technology Standards for Administrators – ISTE Standard 3.c 
ISTE Standard 3 Excellence in Professional Practice – Educational Administrators promote an environment of 
professional learning and innovation that empowers educators to enhance student learning through the infusion 
of contemporary technologies and digital resources. 
      c. Promote and model effective communication and collaboration among stakeholders using digital age tools. 
 
 

mailto:Melissa.Ferrell@education.ky.gov
http://www.iste.org/standards/nets-for-administrators.aspx
http://www.iste.org/welcome.aspx
http://www.iste.org/standards/nets-for-administrators.aspx
http://www.iste.org/welcome.aspx


Understandings and Essential Question: 
Technology has changed the way we communicate and collaborate.  How can you use SkyDrive to effectively 
communicate and collaborate inside and outside of the agency? 
  
Learning Targets 
Knowledge: 
Participants will know the basic communication and collaborative functions of the SkyDrive. 
  
Performance and Products: 
Participants will 
·         access individual Profile and file storage 
·         update profile  
·         invite colleagues through the social networking features 
·         create folders and save/access files 
·         share folders/files with colleagues 
·         create a Group for document collaboration 
  

Activities 
Watch the video overview. 
 
Overview and Guide to SkyDrive  

 Why SkyDrive?  
~top~ 

 
 

  

Session 2: Basic Functions 

“Technology has the power to customize education for each and every student in our great country so all students 
can achieve their full potential for learning. A decade ago this was just a dream. Today, it can become a reality.” 
Digital Learning Now 
 
SkyDrive Features (web site) 

 KDE SkyDrive web page 

 Video Introduction 

 SkyDrive Basics Video 

 Tips and Tricks document 
 

http://www.youtube.com/watch?v=bzkwSh5dJ_Q
http://digitallearningnow.com/
http://windows.microsoft.com/en-HK/skydrive/features
http://www.education.ky.gov/kde/administrative+resources/technology/kets+help+desk/kets+tech+tips/article+40+-+skydrive+-+september+10th+2010.htm
http://windows.microsoft.com/en-HK/skydrive/home
http://www.youtube.com/watch?v=qav1FXDzxEw&lr=1
http://media.education.ky.gov/KDE/OET/DKOS/ServiceDesk/SkyDrive_Demo_Script.pdf


 Activities 
Complete the following tasks in the sequence that best fits your learning style. 
 

 Navigating  
1. Log in and access your SkyDrive.  
2. Go from your SkyDrive to your Profile. 
3. Access the Group training site. 

 Profile  
1. Update your profile to include a picture and job description.   
2. Update your status. 
3. Invite colleagues to your SkyDrive Profile. 

 
 

Reflection and Discussion  
1. Share your expertise of at least 2 SkyDrive features with a colleague who isn’t familiar with them. Post 

what you learned from the experience in the discussion document. (If you’ve chosen to share this 
experience web tools other than the discussion board, then copy and paste it or post a link to it in the 
discussion board.) 

2. Outline your plan for using at least one of the SkyDrive features highlighted in this session. 
 

~top~ 
 
 

 

Session 3: Collaborate and Communicate on Projects 

“The most important thing is a person. A person who incites your curiosity and feeds your curiosity; and machines 

cannot do that in the same way that people can.” – Steve Jobs 



 
http://www.elliance.com/aha/infographics/Social-Media-Building.aspx  

 

 Activities 

 Document Storage – video overview 
1. Upload a document and Save it in the SkyDrive.  Share the document w/ at least one colleague. 

 “How to share” video 
 Collaborate and Share  
 Share a folder video 

2. Create a document from the MS Office Web Apps. 
 
Advanced user 
Create a Group that could be used for collaborating on a document and communicating about the project. 

 How to create a Group site 
 
 
 

Reflection and Discussion  
1. Which SkyDrive feature do you think you will use the most? Why? 
2. Which feature will you explore based on the information you’ve just discovered?  How will it help you to 

better communicate and/or collaborate inside and outside of KDE? 
 

~top~ 
 
 

http://www.elliance.com/aha/infographics/Social-Media-Building.aspx
http://www.youtube.com/watch?v=HPR6Of46OCA&lr=1
http://www.plm.edu.ph/downloads/Live@edu/User%20Reference%20Guide%20for%20SkyDrive.pdf
http://www.youtube.com/watch?v=IKmNZeG_6HQ&lr=1
http://www.education.ky.gov/kde/administrative+resources/technology/kets+help+desk/directory+services+and+outlook+live+email/end+user/8+-+skydrive+and+office+web+apps+-+i+need+to+share+and+collaborate.htm
http://www.youtube.com/watch?v=IKmNZeG_6HQ&list=UURzp3NAVD4wAXr1kP0hwcjQ&index=7&feature=plcp
http://www.microsoft.com/education/en-us/teachers/guides/Pages/webapps.aspx
http://windows.microsoft.com/is-IS/windows-live/groups-create-group


 

Resources and Support 

You have successfully completed this course!  Use these resources and support as you continue to communicate 
and collaborate through SkyDrive.  
 

 The Complete Guide to Microsoft Office Web Apps 

 What is Windows Live SkyDrive?  

 Using Office Web Apps in SkyDrive 
 

 Activities 

 In the Links document, add at least one resource not already included in this learning module that you’ve 
discovered or created that would be useful to SkyDrive users.  

Links  

 Please notify the course designer of any broken links. 
 

~top~ 
 

http://www.guidingtech.com/3689/guide-to-ms-office-web-apps-live/
http://www.7tutorials.com/simple-questions-what-windows-live-skydrive
http://office.microsoft.com/en-us/web-apps-help/using-office-web-apps-in-skydrive-HA101231889.aspx

