
One Drive and the “Cloud.  

When you open OneDrive. The way you upload and share files it may be slightly different 

than this tutorial .Microsoft regularly do this to annoy you. They think they know best. 

OneDrive is Microsoft's storage service for hosting files in the "cloud." It is available for free to 

all the owners of a Microsoft account. OneDrive offers users a simple way to store, sync and 

share various types of files, with other people and devices on the internet. 

It is similar to other cloud based storage systems such as Google Drive; iCloud and 

Dropbox (which was actually the first of these)., 

OneDrive allows you to store all your important files securely in one place and then access 

them virtually anywhere. Your OneDrive can be accessed on many devices such as IPads, 

Androids, Smart phones, tablets etc. It works just like a traditional hard drive, but it's in the 

cloud in Microsoft’s banks of computers. If your computer fails, the files stored in the cloud will 

be safe and can be accessed and downloaded to another computer (So long as you 

remember your password) 

It is useful for you can allow others to download certain files (with your permission called 

sharing) which are too large to be attached to an email. It also allows files which contain exe 

programs to be stored and downloaded which many email programs do not allow even if 

zipped. 

You have free access to Microsoft office programs such as Word documents, Excel, 

PowerPoint etc. and can create these documents and presentations and then download them 

to your computer. These programs do not have all the features of a full Office program but are 

more than adequate.  

You can sign up for this service as you can for other providers. I have Google Drive as well as 

OneDrive and have used Dropbox in the past. 

I use OneDrive to upload folders and files and then allow you to download them via a link 

There is a sync feature will upload files automatically of anything you do on your computer to 

the cloud; however I have switched this off and do it manually. 

As of this writing, OneDrive gives everyone with a Microsoft account 5GB of free storage 

(down from 15GB free in 2015), with an extra 50GB for $2/month. Many Office 365 

subscription levels have 1TB (1,024GB) OneDrive storage, free, for as long as you're an 

Office 365 subscriber. 

 These are some useful Videos on One Drive, on accessing it and how it works. 

 

https://www.youtube.com/watch?v=ZZwmxUgSfZM                   6 mins 

 

And how to share files 

https://www.youtube.com/watch?v=PIQHN0jEvzY                     4 mins 

 

https://www.youtube.com/watch?v=hkf1p1Y6rFQ                     15 Mins       

 

One Drive is in your start Menu and if not activated click on it. The first time you will need your 

Microsoft account and password or you may have to create one. 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=ZZwmxUgSfZM
https://www.youtube.com/watch?v=PIQHN0jEvzY
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This is my Microsoft account ( I have changed some details for this tutorial) 

 
 

 

When I open my One drive I see this:- 

 



 

If I wish to share a file with someone I tick it and click Share and click on the file 

or folder 

 

 If I click on “Share” I can email it to someone with a message or I can 

click “Copy” which I usually do, because I frequently wish to send it to several 

people at once. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When I click “Copy”, I see a link which I then copy and I can put into an email. 

The recipient will click on the link and download the file. It is an excellent way 

sending large files. I also can change the bottom line so no one can edit. 


