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Setting up OneDrive (Windows 10) 
 
Please note these instructions were written on 11th March 2020, Microsoft may make 
changes to OneDrive causing your experience to differ slightly from these instructions. 
 
OneDrive is pre-installed with Windows 10 and you should see the OneDrive cloud 
icon in the System Tray in the bottom right corner.  Click on this OneDrive icon, a 
menu will appear, click on ‘Sign in’. 
 
You’ll now see the screen to the right, enter your school 
email address and click ‘Sign in’.  
 
If you see a message asking you to select ‘Personal’ or 
‘Work or school’ please choose ‘Work or school’. 
 
On the next screen you will be prompted for your Microsoft 
Office365 password, we often refer to this as your email 
password.  Enter your password and click ‘Sign in’. 
 
Once signed in follow a short wizard. 

1. Leave the folder location default and click ‘Next’. 
2. On the ‘Get to know your OneDrive’ screen click ‘Next’. 
3. On the ‘Share files and folders’ screen click ‘Next’ again. 
4. On the ‘All your files, ready and on-demand’ screen please read this information to 

understand the different icons and click ‘Next’. 
5. Finally on the ‘Get the mobile app’ screen click ‘Later’. 
6. Now click ‘Open my OneDrive (School Name) folder’. 

You can now drag and drop any files/folders you want into your OneDrive folder. 
 
The OneDrive icon in the System Tray should now be blue, please keep an eye on this icon 
to ensure no errors occur.  When you hover over the icon it should state ‘Up to date’. 
 
Your OneDrive folder can be accessed from the left pane of any Windows Explorer window, 
if you have more than one OneDrive icon you need to use the one that shows your School 
Name, you can also sign into the Office applications with your school email account to make 
it even easier to access your OneDrive files from within Word, Excel, PowerPoint etc. 
 
IMPORTANT NOTE 
If you configure OneDrive on a home computer please ensure your windows logon account 
to that computer is secure to ensure nobody else can access your OneDrive documents. 

mailto:info@infinitycomputing.co.uk
http://www.infinitycomputing.co.uk/

