How to upload documents into OneDrive

STEP 1

Log into Office 365.

Office 365

If you are in school, you can get to the website through our intranet page. If at home, go to the website: login.microsoftonline.com
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How to upload documents into OneDrive

STEP 4

To upload a document or folder into OneDrive, click on Upload
and then choose file or folder as shown on the right.

-~ Search everything

Files

s}
[14]
3]

s}
1]

Files _

New T Upload *

Files
older

D MName |

Attachments

Documents

o Flow v (g Sync

STEP 5
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Find the files or folder you want to upload and select Open.
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In this example, we are uploading an Excel document called
OneDrive Document. o et ol
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Your file or folder is now uploaded as shown in our example
to the right.

You can now download this document from OneDrive on
another computer.
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