OneDrive File Cleanup: 4 Simple Steps

Step 1: Open OneDrive in Your Browser

Go to:
https://changgunguniversity-my.sharepoint.com/?source=waffle

Once the page loads, you'll see your personal storage usage at the bottom left.
Click on [My Files] to begin.
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Step 2: Locate Files and Folders

You'll see various folders and files.
Start by clicking [Microsoft Teams Chat Files] to view files shared in Teams.
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Step 3: Select and Delete Files

These are files shared in Teams chats.

Hover your mouse over the file you want to delete — a circle will appear.
Click the circle to select the file.

After selecting multiple files, click [Delete] at the top.
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Step 4: Empty the Recycle Bin

This is the most important step!

Click [Recycle Bin] on the left panel.

You'll see the files you just deleted.

Click [Empty Recycle Bin] at the top to permanently remove them.

/\ Only after this step will your OneDrive storage space be truly freed.
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:f Additional Tips

HAwp =

This opens a page showing your largest files.

To save files to your computer, select them and click [Download].

Use the same method to delete them and free up space efficiently.
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You can repeat the deletion process in other folders by navigating from Step 2.

To delete large files first, click the storage usage number at the bottom left.

If you accidentally deleted a file, go to the Recycle Bin, select the file, and click [Restore].

@ OneDrive

+ Ut

E

M B&2

C RS
g B#A

v BB

W HREMEE

TRIEFZER
& UD2420 ¥Rl ErEgia

Bl uD2400 BRI

Chang Gung University Te...

B uD2400 FEH L - Teams...

f#F=m

2.9 GB EfEFE 1718 (1%)

% OneDrive AR AIEE | 2=mnen - S FRLARFESORE » 1557000 ERENE -

G

1 —

1 —

Nul]

=0

L Es

ig

c f@cgu.edu.tw.pst

M3655358-20250611 142413855584 mp4
j=.-hiu@cgu.edu.tw.pst

REEIR rar

163.25.107.86_DESKTOP-R30QEK2(E;i  _)....

HESAANR Trar
PICzip
113AEE "7 0905.72
OneDriveSizeReport-Fixed.xlsx
BEIEEEM).pdl

SABIERE).pdt

8 IEf ) MEE-20240926_124348-9 ..

e

S

SharePoint App

SharePoint App

==k

2024/9/19

2025/6/11

2024/9/18

16 XAl

2024/8/12

2024/10/22

2024/10/28

2024/9/6

29 XAl

2024/8/15

FER _LF10:35:17

2024/9/26

L=E NN

1.55 GB

247 MB

71.7MB

63.1 MB

63.0 MB

62.6 MB

48.5 MB

42.0 MB

22.0 MB

13.2 MB

13.2 MB

5.00 MB



