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HOW TO ACCESS ONEDRIVE 

1. Log on to  your school email from either the school website or https://www.office.com 

2. Select ‘OneDrive’ 

3. Select ‘Shared’ 

4.  You will now see what folders and documents have been shared for you to access 
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5. Select document you wish to use and 

click ‘Copy to’ 

6. Select ‘Your One Drive’ 

7. Create a folder of the subject 

8. Select ‘Copy here’ 

9.  Select ‘OneDrive’  

10. You should now be able to see 

the folder  you created and  the 

document you  saved. 
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11. You can now open the document and edit it online.  

12. It will now save in your ‘OneDrive’ area 


