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OneDrive for Business
OneDrive for Business is an online service that provides resources for file storage, collaboration,
and communication. It’s available across the devices you use every day. You can access your files
anywhere. This document provides steps on how to use your OneDrive for Business account.

Part 1: Instructions on how to login/out of your OneDrive for Business account

1. To access your account use this link: https://login.microsoftonline.com/.
2. Enter your credentials:

a. Username: cougarnetID@cougarnet.uh.edu
b. Password: cougarnet password

3. Click Sign in.

Sign in with your organizational account

jcougarl@cougarnet.uh.edu

[C] Keep me signed in

Note: This is the view of your Office 365 account once logged in.

] Office 365

Get started with Office 365

@ L [

online PC & Mac phone & tablet

Install software and connect it to Office
365 device

Learn what you can do with Office 365 Set up Office 365 to work on your mobile

Watch the video

welcome

What's included in Office 3657

share documents

Save documents to OneDrive for Business
and collaborate with others.

Office and Office Online

Use Office frem your computer or online.

Welcome to Office 365

Learn more about Office 365

Get started with Office 365
Set up your Mac or iPad for Office 365
Change your account settings in Office 365
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However, if you get the license message below please contact the Help Desk at 713-743-1411, Live Chat
(www.uh.edu/gethelp), or come by MD Anderson Library Technology Commons Room 58.

] Office 365

0 You don't have a license to use Office 365 with the user ID assigned to you by your work or
school. Ask your admin to assign one to you. If you're an admin, you can assign one to your

account.

4. To log out click the arrow by your name.
5. Select Sign out.

i

| Cougar, ]

Sign out

@You have successfully signed out of Office 365

Note: After you have logged in a few times you will receive a message that OneDrive will be the new
start page.

If you want to go back to the Get Started page:

1. Click Settings then Office 365 Settings.
2. Click Get started.

new start page

Fram now on, Office 365 will show OneDrive every time you sign in,

To get back to the Get Started page:

1. Click Settings % » Office 365 Settings.
2. Click Get started.
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Part 2: Setting up your desktop applications to work with Office 365

If you have Office 2007 or 2010 you will not be able to upload files until the set up process is complete.
You can skip this step if you have the latest version of Office.

Please follow these instructions to complete the set up process.

1. Go to the Office 365 home page.
2. Select PC & Mac Install Software and connect it to Office 365.

L]

PC & Mac

Install software and connect it to Office
365

3. Click Set up. (Note: This process will take a few minutes.)

set up

4. Once the set up is complete Restart your computer.
5. Click OneDrive and begin to upload files.

Note: If you have issues completing this process please contact the Help Desk at 713-743-1411, Live
Chat (www.uh.edu/gethelp), or come by MD Anderson Library Technology Commons Room 58.

3 Technology Services and Support TSS
University Information Technology UIT


http://www.uh.edu/gethelp

UNIVERSITYof HOUSTON

Part 3: How to upload files on OneDrive for Business

There are two ways to upload files on OneDrive for Business.

Option 1: Upload the files from the OneDrive for Business default view.

1. Click OneDrive.
2. Click Upload.

7 upload |

3. Click Choose File.

Add a document

Choose afile Choose File | No file chosen

[¥] Add as & new version to existing files

Version Comments

oK Cancel

4. Select the File.
5. Click Open.
6. Click OK.

Option 2: Upload the files from the Files tab.

1. Click OneDrive.

2. Click the Files tab.

3. Click Upload Document.
4. Select the File.

5. Click Open.

6. Click OK.

BROWSE FILES LIERA&RY
Mew Upload Mew

Document » Document Folder

Mew

C
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Part 4: How to share files from OneDrive for Business
You can share your files and folders in OneDrive for Business by either:
Option 1: Invite

This option lets you give specific individuals or groups permission to items, so that you can remove
individual permissions later if you need to. Another benefit of sharing items this way is that recipients can
quickly access them from their Shared view on the OneDrive for Business website.

1. Select the document you wish to share. (Note: Make sure you click the side of the document or
the ellipses (...) and not the document itself. A checkmark will show up once it’s selected. )

2. Select the Files tab.

3. Click Share.

BROWSE FILES, LIERARY 3

&

ﬁrlj o [ Check Out — = i@ Version History . D Em sen
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Mew Upload New Edit Wiew Edit Share | Alet Follow Downloada
Document ~ Document Folder Document Discard Check Out ~ Properties Properties x Delete Document Me ~ Copy Go
New Open & Check Out Manage Share & Track Copies
Share
Search everything - P

. Invite people to this document
Welcome to your OneDrive for Business, the place to store, syne, Soa srore yowr o oo are provas

My Documents

Followed Documents @®new Fupload Zsync & edit #manage o share
Shared with Me

L4 D Mame Maodified Sharing Modified By
Recent Documents !@ 1 )«-u 3 days ago
4. Click Invite people.
5. Enter the email addresses of the people you want to share with.
6. Add a note to recipients if you want.
7. To change the permission level, click Recipients can edit files or Recipients can view files.
8. Click Share to save the permission settings and send a message with a link to the item.
| Share 'test’ x
8 Only shared with you
: 7
4 LIBECTE jeougar! @central.uh.edu 5 -Zl
| Get a link
| Shared with
i Let me know what you think.
| 6
Require sign-in I
SHOW OPTIONS
SIEX -
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Option 2: Get a Link

Choose this option to share items with lots of people you might not even know personally. For example,
you can use these links to post to Facebook, Twitter, or LinkedIn. You can also use them to share in email
or IM, but you won't have as much control over individual permissions.

1. Select the document you wish to share. (Note: Make sure you click the side of the document or
the ellipses (...) and not the document itself. A checkmark will show up once it’s selected. )

2. Select the Files tab.

Click Share.

W

BROWSE FILE? LIBRARY 3
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My Documents
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Shared with Me
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4. Choose the type of link you want. The permissions for the item are automatically updated when
you create the link.
5. Click Create link.

Share 'TPP Meeting minutes 01232014 MR’ x

8 Only shared with you

Invite people View Only

Get a link Anyone with this link can see this file.

CREATE LNK
Shared with 5

Edit
Anyone with this link can see and edit this file.

CREATE LINK

Close

6. Paste the link into an email, IM, document, or wherever you want to share it.
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Part 5: How to share folders from OneDrive for Business

When you share a folder, you automatically share all items in that folder. Sharing a folder provides a
quick way to share many documents with other people at once, and saves you the trouble of sharing the

documents one at a time.

There are two ways to create a new folder on OneDrive for Business.

Option 1: Creating a new folder on the main OneDrive for Business page

1. Click new.
Select New folder.

bl

document.

OneDrive for B

Docur

m:g Word document

Welcome to y =
Welcome to y u

Create a new file

Excel workbook

- J"| PowerPoint presentation
@ new g we t presentat
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Option 2: Creating a new folder from the Files tab.

1. Click the Files tab.
Select New Folder.

To begin to share a folder(s) follow the same procedures in Part 4 above for sharing a

3. To begin to share a folder(s) follow the same procedures in Part 4 above for sharing a

document.

BROWSE FILES LIERARY
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