
OneDrive – Adding Files, Sharing, Syncing, and Creating New Documents 

1. In any web browser go the website office.com and click sign in. 

 

 

  



2. Type in your full email address into the sign in box.  For example:  mfulmer@bb-sd.com  Click Next. 

 

 

mailto:mfulmer@bb-sd.com


3. Click on Work or School Account. 

 

 

 

 

 



4.  Type the same password that is used to login to the computer.  Click Sign In. 

 



5. The screen to stay Signed In.  This is a preference if the account needs to stay logged in or not.   Also, at the bottom of the 

screen the browser may also ask to remember the password to your account.  It doesn’t matter which answer is chosen, this 



just preferences.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6.  Click on the OneDrive Icon to enter into your storage space.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. The OneDrive Storage area will appear on your screen.  The picture below will look different than yours since there are folders 

already saved into the storage space. 

 

 



8. To upload a file or folder into your OneDrive Space, choose the Upload icon.  

 

 

 

 



9.  Once you click on the Upload, choose either file/files or folder. 

 

 

 

 



10. After choosing file or folder, find the document or folder on your computer.  Click on the file or folder once to populate in the 

folder area of the dialog box.  Click Upload. 

 



 

11.  A screen will pop up if uploading a file or folder, click Upload. 

 
 

 



12.  The file or folder should now appear in your list under Files for the OneDrive Storage area. 

 

There is also another way of uploading a folder or document into the OneDrive Storage, Drag and Drop.  Drag and Drop the 
file/files or folder in the OneDrive Storage Area.   
 
 



 
13.  To open a document, click on the document name under the Name column. 

 
 
 
 
 
 



 
 To create a New Document 

14.  New documents you create with, or upload to OneDrive, are private to you (invisible to everyone else). You can make them 
available to selected individuals by sharing them.  You’ll be taken directly to the web application for the type of file you 
selected (Word, PowerPoint, Excel, etc).    
 

  
 
 



 
Another way to create a new document would be to go back to the office 365 dashboard.  By clicking on the  

 

 

 

 



 

Once back at the dashboard, click on the application that you would like to create a new document. 

 

 
 
 



 
15. To use the Office application instead of the web-based version, an option is available from the toolbar on the application that 

you chose to use. In the Microsoft Word example here, select Open in Desktop Version once in the online version.  

 
 
 
 



 
 
 

16.  To Share a Document 
If there is a document that you would like share with another person, click the Share Button in the upper right corner.  The 
share button is located in the same are in both the online and desktop applications of the software. 

 
 
 



 
 

 
Once you click on Share, enter staff and student names, email addresses and groups into the “Enter a name or email address” box.   
A message may also be added in the message box.  To change the permissions on who can edit the document, click on the Anyone 
with the link can edit option.  Once all of the email address/names have been added and a message has been completed, click on 
Send. 

 



 
 
 
 

17.   Sync online files to your device and take your work with you 
  On the OneDrive page, click  button at the top of the page. 

 
 

 
 

 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The OneDrive for Business app installs on your device and a folder is created.  Everything you put in this folder will  

automatically sync between your device and your school, in the cloud.  Look for the OneDrive icon in the tray:  

 



Whenever you add, change or delete files in one location, all the other locations will updated.  Once installed, sign in using 
your full Brentwood School District Username and Password. 
 
 
 
 
 
 
 
 
 
 


