
The window below will appear. Click "Open". Your files will begin to sync to
OneDrive. 

Open your SharePoint page and click the waffle menu in the upper left-hand
corner. Click the OneDrive app.

Once in OneDrive, you will see a menu with four options (New, Upload, Sync,
and Automate). Click on "Sync". 

Setting up OneDrive

Once in a folder or in the OneDrive home, you can upload files by clicking
"Upload". 

You will then have the choice to upload a file or an entire folder here. 

Uploading Documents to OneDrive

To share a file, find the desired document you'd like to share, hover over the
file and click the share button indicated below. 

A window will appear where you can indicate who you would like to share
the document with. Once indicated, you can indicate their edit rights by
clicking the crossed-out pencil (circled below). Once completed, click "send". 

Sharing Documents in OneDrive


