Getting Started in OneDrive

South Puget Sound Community College
Student Computing Center
Written by: Chris Dorn

OnebDrive is a service that allows students at SPSCC to store and create files in an online, cloud-
based system. This tutorial explains how to access and create folders in OneDrive. For more in-
depth information regarding how to create and move files using OneDrive, see our accompanying
“"Managing Documents in OneDrive,” available on our website at
computingatspscc.weebly.com.

tutorial titled

Accessing OneDrive

OneDrive is accessed via your Office365 account, which you can find on the SPSCC website. First,
click on “Current Students.”" —___

Then, select “Student Email - Office365” from among the tabs

on the left.
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Hint: Save a Bookmark

To save yourself some time, you may want to bookmark this Office365 webpage. The procedure for
bookmarking a webpage varies slightly depending on your browser, but in Firefox you can follow these

steps:

1. Click on the star icon in the
upper right-hand corner.

- Google

This will place an icon on your toolbar that you can click to jump to the sign-in page rather than having

2. Select “Bookmark This

3. Assign the bookmark to the

Page.” Bookmarks Toolbar folder.
et |£| + @ . Edit This Bookmark
v View Bookmarks Toolbar Nt
L~ _E:mwe Bookmark
Sh L+ Shift+B _

> Name:

Folder:

Bookmark This Page Ctrl+D

UDSCIIDE, Com akoadsTaolog
|8l Recently Bookmarked 3 Bookmarks Toolbar
[ Recent Tags v e e

Mozilla Firef v /%, Unsorted Bookmarks
| Mozilla Firefox

/%) Unsorted Bookmarks

Student Email - Office365 | South Puget !

to click on several links every time you want to access OneDrive.
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From the next screen, click on
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the Office365 “Sign In” button+—ier P74 wovssons M B

on the right side of the page.

Current Students

Set up my account

Your account and e-mail should be ready within 24 hours of your application
acceptance. InStructions for Setting Up your account will be sent to the e-mail address
you provided the college at enrollment.

Registration » If you are having problems setting up your account, please contact the Help

Desk at 360 596 5544 Monday through Thursday 7:00 am to 7:00 pm and
Friday 7:00 am to 5:00 pm

Calendars

Learning Resources

Coaal - s

| signin ] Office 365

Desktop Application

Step by step instructions to
install the Office365 desktop
suite onto your Windows
computer.
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After you enter your Office365 credentials, you will a see a page that looks something like this
(although there’s a good chance your inbox isn't empty):

] Office 365 Outlock Calendar People MNewsfezd | OneDrive  Stes --- Dorn, Chris v g3 9
@ new mail P s=arch Mail and People
INBOX CONVERSATIONS BY DATE +
« all unread tome flagged
4 Favorites
Inbox
Sent tems
Drafts

4 Dorn, Chris
Inbox
Drafts
Sent Items.
Deleted Items There are no items to Select an item to read.
Junk Email BT Click here to always select the first item when | sign in.

Notes

/

On the blue bar at the top, select *OneDrive.”

At this point you have accessed OneDrive, and you should see all of the folders and files that
have already been stored there:

1 Office 365 Outlook Calendar People Newsfeed OneDrive Sites e
BROWSE | FILES  LIBRARY
Search everything v 0 OneDrive @ South Puget Sound Community Callege

Documents

My Documents

Followed Documents

Shared with Me Welcome to OneDrive @ South Puget Sound Community College, the place to store, sync, and share your work. Documents are private until shared. Le

Site Folders _
—— @ new Fupload & sync
v [ name Modified  Sharing Modified By
Recent Documents Folder 1 we July08 ] Dorn, Chris
OneDrive tutorial exp... Shared with Everyone . January1s 28 Dorn, Chris
USE OFFICE ON DEMAND B Book s July 08 a Dorn, Chris
OneDrive tutorial experimentation oo July 09 a Dorn, Chris

Creating Folders in OneDrive

Just as with a personal computer or a flash drive, it is important

to organize your files within OneDrive, which you can do by

BROWSE | FILES  LIBRARY

Search eventhing -p OneDrive @ South Puget Sound Community College

Documents

using folders.

My Documents
Followed Documents

Shared with Me

To make a new folder, first click on the “new” icon. —_—

upload & sync

Welcome to OneDrive @ South Puget Sound Community Colle|

Recycle B
v 0O w Modifie:

Recent Documents Folder 1 v July 08
85 OneDrive tutorial exp. Shared with Everyone wee January,
USE OFFICE ON DEMAND A% Book e July08
OneDrive tutorial experimentation e July 09
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OneDrive @ Sot

Docun

Create a new file

Word document

Welcome to O Je. the place to store, sync, and

Excel workbook

2 & B &

From the dropdown menu that appears, select “"New @new T g e
Folder." v [ Name Sharing  Madified By
Fald OneNote notebook a Darn, Chris
Shar b g &8 Do, Chris
Bool Rl sy a8 Dorn, Chris
Darn, Chris

ﬂ

Create a new folder

( | My Brand MNew Fo\deﬂ ) |
[
EDED

MName *

Give the folder a name and select “Save.”

®new 7Tupload & sync
. v [ name Modified
One smart way to use folders is to create a e 10n s few seconcs ago
different folder for each class you are taking. 1o B )

. . W seconds ago
This way you can easily locate and store the f ) ’
files necessary for each of your courses. et o  fevi seconds 20

Folder 1 July 08

My Brand New Folder About a minute ago

Sharing M
a

Once you have your folders set up, you can move new documents within OneDrive simply by
dragging and dropping them to the intended folder.

@ new Fupload & sync @ new Tupload g sync
v [0 Name Modified Sharing Modifizd By v [ Name Modified Sharing Maodified By
CIs 102 . Yesterday at 802 AM Dorn, Chris s 102 . VYesterday at 8:02 AM Dorn, Chris
IS 136 . Yesterday at 8:02 AM Darn, Chris s 136 . VYesterday at 8:02 AM Dorn, Chris
ENGL 101 . Yesterday at 8:.02 AM Dorn, Chris ‘
Folder 1 . July08 Dorn, Chris a Folder 1 [ Move « Julyos Dorn, Chris
My Brand New Folder . Yesterday at 801 AM Dorn, Chris My Brand Mew Folder + Yesterday at 8:01 AM Darn, Chris
shared with Everyone . January 18 E- Dorn, Chris Shared with Everyone - January 18 L Darn, Chris
Book . ulyos Darn, Chris Book . Julyos Dorn, Chris
v Document furTlturia\ % . Afew seconds ago Dorn, Chris v Document for Tutorial 3 + About a minute ago Dorn, Chris
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