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Uploading Files to OneDrive
Microsoft OneDrive is a file repository as well as a way to create and edit documents

online File uploads are not limited to Microsoft created files. Audio, video and many
other types of files can also be stored on OneDrive.

1. Open the browser of your
choice and enter the following

B® Microsoft

URL in the address field. Sign in
https://login.microsoftonline.c ‘ T ——
om.

Next

Mo account? Create ane!

2. Login with your network
username followed by
@alverno.edu. For example:
smithdx@alverno.edu. Click

Can't access your account?

Next.
3. You might receive a window B2 Microsoft
aSkIng you to Choose a Work’ It looks like this email is used with more than one
school or personal account if account from Microsoft. Which one do you want to
- - . use?
your email is associated with
more than one account. Make Work or school account
. Created by your IT department
your Selectlon_ barbara.goertz@alverno.edu

Personal account

R Created by you

barbara.goertz@alverno.edu

Back

Tired of seeing this? Rename your personal Microsoft
account.
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4. You are now directed to
Alverno’s single sign on page.
Depending on which browser
you are using you will either
see the window on the right or ALVERNO
a small login window will COLLEGE

appear ESTABLISHED 1887

Enter your Username@a|vern0.edu Sign in with your organizational account
And your network password and
click on Sign in.

goertzbj@alverno.edu

Sign in

To sign in, enter your username@alverno.edu. Your
username would be the same one you use te log into
the Alverno campus network. For example. an
employee named Mary K. Smith would enter
smithmk@alverne.edu, Use your Alverno network
password in the password field.

. | [ KYTF
5. You are then asked if you mm Microsoft
would like to stay Signed in. goertzbj@alverno.edu
You can answer in whatever

. Stay signed in?
way you would like.

Do this to reduce the number of times you are
asked to sign in.

MNo Yes

Don't show this again

6. Your Office 365 Home Page o . )
will open. Click on OneDrive. e .. ™ T X

Good afternoon

Documents T upseet ane Cpar n

Recent
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7. To upload a document(s) or

file, CliCk on the “Upload" Iink O Search everything -+ New ~ | £ Upload >~ o Flow ~ 3 Sync
at the top of the window. Files
Select from Files to upload a Files Folder
. R Files
single file or Folder. i O Nome 1 Wodied

8. From the drop down menu,
choose either “File” if you are T Upload v+ o~ Flow v~ (g Spr
uploading a single file or files
stored in different places or

Files
“Folder” it you have an entire
folder you want to upload. Folder
9. You are then given a file @ oper
. . « ~ 4 = 5 ThisPC » goertzbj (\\Homesrv2.emp.alverno.edu\Users) (H:) v O Search goertzhj (\\Homesn2.... 4
browser window from which e oot e o g
you can choose the material & Orcbrive - Avern ™ Neme ° Datemodified  Type Size
- Logos 4/6, 6:55 AM File folder
you would like to upload by E-T:;Z_ = Fie flder
- jects Personal File folder
selecting them and clicking I Desop soaing Fil flder
%| Documents Student TimeSheets File folder
“O pe n’. i Downloads Student Workers File folder
b Music g Troubleshooting . Filefolder
= Pictures g .DS_Store i I.JS_STOREFME 7KB
Reminder: when uploading files, B v [T e ey T e T
i, Local Disk (C:) - s orteu 2k
they can be of any type, not = Googeome Pl 5 s - s e o
Just Offlce docur_nents. (e.g. et Bseeasmtrontig e R P
pdfs’ plctu res, VldeOS) o stff2S Mdeotsr ¥ B Semple Drive email for new users.docx Microsoft Word D... 15 KB
File name: | AutoRecovery save of uplaading_files_to_OneDrive.esd | |ainFiles B
Cancel
10. You can see the progress of e - x

the upload in the upper right | (0]
hand corner and when it is
done, these file(s) and/or

_ : - - _ Barbar Goertz (Y
folder(s) will appear in your Y G =%

OneDrive list. = EFsot~ B @

Uploaded 2 items to Files X

aring
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11. To sign out of your Office 365, @

click your initials in the upper-

right hand corner (or the My accounts

profile icon) and click on Sign

Out. @ Josie Weishaar
weishajm@alverno.edu

My profile

X

My account

Sign out
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