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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. 
 

Task   Screen Shot 

 
1. Open the browser of your 

choice and enter the following 
URL in the address field.  
https://login.microsoftonline.c
om. 

 
2. Login with your network 

username followed by 
@alverno.edu.  For example: 
smithdx@alverno.edu. Click 
Next.  

 
3. You might receive a window 

asking you to choose a work, 
school or personal account if 
your email is associated with 
more than one account.  Make 
your selection.  
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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 
a small login window will 
appear.   

Enter your username@alverno.edu 
And your network password and 

click on Sign in. 

 
 
5.  You are then asked if you 

would like to stay signed in.  
You can answer in whatever 
way you would like.                      

 

 
 
6. Your Office 365 Home Page 

will open.  Click on OneDrive.                                                                                                                           
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7. To upload a document(s) or 
file, click on the “Upload” link 
at the top of the window. 
Select from Files to upload a 
single file or Folder.  

8. From the drop down menu, 
choose either “File” if you are 
uploading a single file or files 
stored in different places or 
“Folder” it you have an entire 
folder you want to upload.  

 
9. You are then given a file 

browser window from which 
you can choose the material 
you would like to upload by 
selecting them and clicking 
“Open”. 

Reminder:  when uploading files, 
they can be of any type, not 
just Office documents. (e.g. 
pdfs, pictures, videos)   

 
10. You can see the progress of 

the upload in the upper right 
hand corner and when it is 
done, these file(s) and/or 
folder(s) will appear in your 
OneDrive list.   

 

mailto:helpdesk@alverno.edu


Technology Services  
414-382-6700 
helpdesk@alverno.edu     

 

4 U:\Tech Services\User_Directions\Office 365\Onedrive for Business\uploading_files_to_OneDrive.docx                                                                            
7/12/2018 

 

Task   Screen Shot 

11. To sign out of your Office 365, 
click your initials in the upper-
right hand corner (or the 
profile icon) and click on Sign 
Out. 
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