Reduce your storage for
Microsoft OneDrive POLITECNICO

MILANO 1863

Use your storage effectively

With the move to the cloud (secure, scalable storage accessible from any device. Enables file
saving, syncing, and sharing with versioning and real-time collaboration), stored files, data
and unused accounts have increased significantly over time, as more and more stored files
and data have proliferated without a plan for end-of-life. This is not sustainable in terms of
cost and environmental impact.

Microsoft is introducing changes to its Microsoft 365 Office suite which will limit the amount
of free storage in OneDrive. Use this guide to understand how much storage you're using
today and to help manage your stored files moving forward.
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Minimize environmental impact
Stored files that are no longer in use, have an impact on our carbon footprint with over half of
all data stored by organizations not serving a useful purpose.

Storage of this "dark” data takes up space on servers and results in increased electricity
consumption, generating 4% of global greenhouse gas emissions in 2020 alone™.

Learn more about managing your OneDrive storage



https://support.microsoft.com/office/manage-your-onedrive-for-work-or-school-storage-31519161-059c-4764-b6f8-f5cd29f7fe68
https://www.weforum.org/stories/2022/10/dark-data-is-killing-the-planet-we-need-digital-decarbonisation/
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How to use storage efficiently
v Check your storage and pay attention to any warnings that your storage is nearly full
v Delete or move files you're not using anymore in OneDrive, such as:

v Old or unnecessary files (such as assignments from last semester’s classes)

v' Large files you don’t need anymore (like videos)

v" Move personal files (such as music, photos or videos) already saved on the school's
OneDrive to your personal cloud, local storage devices (such as external USB drives) or
network storage devices (such as NAS)

v" Prefer OneDrive for files that need to be shared with colleagues or classmates for
collaboration.

v Avoid using OneDrive's automatic sync tool, as it does not differentiate between
important files and temporary or auto-generated copies.

v Take advantage of built-in options in major software to reduce file size before uploading
to OneDrive, such as selecting appropriate resolutions for images and videos, lowering the
DPI of PDF files or compressing files into a ZIP archive. Keep the full size/resolution/quality
version of the file on your local drive only, if you deem it necessary.

How to check your storage usage

@ OneDrive
First, review your storage consumption: Then, clean up your files:
Sign into OneDrive on the web using your Click the storage amount used and view the
school account. Review storage usage on the largest files in your OneDrive you may want
bottom left corner. to delete to free up space. After deleting the
files, empty the recycle bin.
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Largest files in your OneDrive | To free up space. download and delete files you don't need or clear your recycle bin,
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https://www.ict.help.polimi.it/onedrive-manuale-duso/?lang=en
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