
How to setup OneDrive 

Step 1. Type OneDrive into the search bar of your computer and double click it to open it up 

 

 

Step 2. Enter in your email address and click sign in 

 



Step 3. Enter your email password. (This is the same password that you use to log into your 
computer when it is locked or turning on for the first time.) 

 

 

Step 4. Keep default location and click next, next, next 

 



Step 5. Get phone app if you want. It will open a QR code that you can scan and take you 
straight to the app on the app store. Otherwise you may simply search for OneDrive on the 
google or apple store 

 

 

Step 6. Click on open my OneDrive 

 



Step 7. Click on the OneDrive icon at the bottom right hand corner of your screen next to the 
date and time. Then click on the More button. Then click on the settings option 

 

 

Step 8. Click on the backup button at the top and then click on manage backup 

 



Step 9. Click on start backup 

 

 

 

Step 10. Folders are now being synced. You may view your sync progress 

 



Step 11. Before you finish, click on the office tab at the top and make sure to UNCHECK the box 
that says use office applications to sync. Otherwise it will mess up any office application such as 
word, excel, outlook, powerpoint, etc. If this box is left checked, when you try to use these 
applications, it will continue to ask you to sign into the product and have issues saving. Do not 
forget to do this step.  

 

 

Step 12. You’re done! This will backup all files and folders located in your documents, or on 
your desktop. It will not however backup files in your downloads folder or in any other special 
folder location that is not in “documents, desktop, or pictures” 

Please make sure anything that you want saved and backed up to the cloud is in either the 
documents folder or on the desktop.  


