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Accessing OneDrive from home

Purpose of documentation
This documentation’s purpose is to assist the user with signing into OneDrive with their account to
access schoolwork from home.

This documentation will show the user how to sign into OneDrive on both the Web version (accessible on
https://www.onedrive.com/) and OneDrive for Windows 10, which can be downloaded from the same
website.

Onedrive OWA

Logging in

On a web browser such as Google Chrome (It is recommended that a recently-updated browser such as
Google Chrome or Microsoft Edge is used), go to https://www.onedrive.com/. You will be shown the
following screen:
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Press the blue “Sign in” button when the website has loaded. This will take you to the sign-in page for
Microsoft.
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As soon as you have pressed “Sign in” you should be prompted to enter an e-mail address:

B® Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Your school e-mail address follows a specific format.

Sign in

19T Studentaccount @fairfax.fmat.co.uk

Mo account? Create one!

Next

After you have entered your username, and ensured that it is following the format (It is recommended, but
not necessary, to use capitalisation to ensure that you are typing the correct username), press “Next”.
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You will then be prompted to enter your password. Your password is synced from the Fairfax computer

network — this means that your password for your e-mail account is the same as your password for your
computer.

If you have forgotten your password, get in touch with a teacher or speak to IT Services.

Enter your password, then click “Sign in®.

Enter password

Forgotten my password

You may be prompted to “stay signed in”:

BE Microsoft

Stay signed in?

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

|| Don’t show this again

v I

Click “No” if you are signed in on a shared computer which is used by other people.

Click “Yes" if this is a personal device which only you have access to.
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Uploading files to OneDrive

Now that you are signed in, if you haven’t used OneDrive before, it will show up as “Empty”:

Complete your OneDrive mission:
Updoad your first file

Files

Name Modifiect Modied By File size Sraring

Drag files here

You can drag and drop files in Windows 7/10 File explorer to upload to sync to OneDrive.

After you have uploaded a file, OneDrive will look similar to this:
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< FAIRFAX CS€E

MULTI-ACADEMY TRUST \'i".;"-'

foe education

Creating files within OneDrive

OneDrive online has the functionality to create Office files — such as Word documents, Excel spreadsheets
and PowerPoints. This is useful in the event that you need to work online and you do not have access to full
versions of Microsoft Office.

To create a file, simply press “New”, and then select the type of file (or folder) you require:

+ New ~» T Upload ~ 3 Sync #% Automate

Folder
B Word document
B4 Excel workbook
) PowerPoint presentation Meodifie

} OneNote notebook
k.docx 17 minut
B Forms for Excel

& Link

As soon as you have created the file, it should launch the corresponding Web application.
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OneDrive application

Logging into the application
The OneDrive application is pre-installed on Windows 10, and is useful for offline-working.

Office

r OneDrive

On the Windows 10 start menu, press “OneDrive”. If you have not used this application before, you will
receive a similar screen for setting up OneDrive:

Set up OneDrive

ur files in OneDrive to get the om any device

Create account
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You will then be prompted to enter your password.

& Microsoft OneDrive x

J 1] Office 365

B® Microsoft

Enter password

Forgotten my password

Sign in with another account

Sign in
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Your password is synced from the Fairfax computer network — this means that your password for your e-
mail account is the same as your password for your computer.

If you have forgotten your password, get in touch with a teacher or speak to IT Services.

Enter your password, then click “Sign in”.

As soon as you have signed in, you will be asked for a location. It is advised that you move — where possible
— the OneDrive location to the root of C:\.

Your OneDrive folder is here
C:\OneDrive\OneDrive - Fairfax Multi-Academy Trust

Change location

You can change location by pressing “Change location” and then traversing with File Explorer to the correct
location.

After you have selected the appropriate location, press the blue “Next” button.



& FAIRFAX

MULTI-ACADEMY TRUST

You may be prompted to back up folders; you may wish to select the Documents folder if you have only
school or coursework releated documents in the Documents folder.

For this example, we will de-select all folders, it will look like this:

Back up your folders

Skip
Press the “Next” or “Skip” button depending on your selection.
You will then receive a small tutorial on how to use OneDrive.

Get to know your OneDrive

© add items, drag or move them into the OneDrive folder

—1 Cloud icon = this file is available online,
but not downloaded locally to device.
- = Internet access required to access.
) @

Green tick (not solid) = this file is locally
h available as it was downloaded. You can
make space by right clicking the file and
pressing “Free up space”.

Green tick (solid) = this file is set to

"always keep on device”. These files are

m always available on the local device and
will be available offline.
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All your files, ready and on-demand

With Files On Demand. you can browse evern n your OneDrive without taking

uUp SpaceE on yo
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Online-only O this device Always available
Thee P pen a file, it ?ugh|-; wck a file to make it
SPROE on | de yeur device wemlable offline

they downlosd a5 you use 5 edit it while
them. you're offfine.

Continue pressing “Next”.

You may be prompted to “Get the mobile app”. This is
optional.

If you proceed with the maobile app, you may be prompted to
enter a phone number to receive a text message to install
the application.

Back

B
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Get the mobile app

0. use Grelinve on your phore or tablet. Awailabie for
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If you press “Later”, you can then open your OneDrive:

Your OneDrive is ready for you

Using OneDrive
You will then be presented with a screen similar to below:

e = . Fouf : ”
_ Home Share View o
T @& ThisPC » Local Disk(C) » OneDrive » OneDrrve - Fairfax Multi-Academy Trust v O Search OneDrive - Fairfax Multi-Acaderny T

A Neme 0 Status Date modified Trpe .
2" Downloaded file.docx Q icro B
@ Online only.docx o ficr X6
3 itermns B;
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You may have files already available in your OneDrive; they will be available to use if you click to open the

file.
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You can create folders as you would normally for Windows 10; right click a blank space in File explorer, and
press “New”, followed by “Folder”.

Vi ¥
Saet bry ?
Group by ?
Folder 1. el

# Shortcut Customise this folder...

B Microsolt Access Database Paste

&| Bitmapimage Paste shortcut

8" Microsoft Word Document Undo Delete Ctrle T

#| Micrescft Access Database & View online

nl.- Micnosolt PowerPoint Presetation Setfings

@ Microscft Publisher Document A ipewes lowars ot K hovice

#f| Richi Text Format Era i e

| Text Docurnent

07 Microsolt Excel Werksheet Giva #ooess be ?

§ Compressed (sipped] Folder HNew >

B—— |

This will allow you to structure your folders, for example having an ICT folder for ICT-related coursework.

”~
MNarne Status Date modified Type Size

ICT Work @ 13/10/2020 08:15 File folder
@5 Downloaded file.docx [~ 13/10/2020 08:10 Microsoft Word D... 0KB
@5 Online only.docx & 12/10/2020 15:09 Microsoft Word D... 12KB

You can upload files by dragging and dropping them into the folder; you can also copy folders if you wish to
upload entire folders at a time.



