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OneDrive is the place where you can store, share, and sync your files and then get to them from 
anywhere on virtually any device. 

In this module, you’ll learn:

• What is the cloud? Why store files there?

• What is OneDrive?

• What’s the difference between OneDrive and OneDrive for Business?



•

•

• video

https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5
https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5
https://support.office.com/article/5e07a393-a6a4-4a48-911c-aad54025b5b5


•

•

•

•

•

video

https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38
https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38
https://support.office.com/article/ffd8c365-e199-41e0-9d93-1a853e4baa38


•

•

OneDrive personal training videos

https://support.office.com/en-US/article/OneDrive-training-videos-9581db03-f8b9-4722-85b5-d0059235d300


As part of Office 365 or SharePoint Server 2013, OneDrive for Business lets you update and share 
your files from anywhere and work on Office documents with others at the same time. The first step 
is to drag some files to OneDrive for Business in a browser. 

In this module, you’ll learn how to:

• Drag and drop files to OneDrive for Business in the browser

• Upload files to OneDrive for Business in the browser



1.

2.



1.

2.

Sharing files with others

http://support.office.com/article/1441ccff-7d1d-4105-bf62-84b720149a28


After you upload files to OneDrive for Business, you can see them from other devices by just signing 
into your Office 365 site in your browser, and then clicking OneDrive. 

In this module, you’ll learn how to:

• See your files from other devices

• Get OneDrive for Business apps



1. Office 365

2.

http://portal.office.com/


•

•

•

•

•

•

Download OneDrive

https://onedrive.live.com/about/en-us/download/
https://onedrive.live.com/about/en-us/download/
https://onedrive.live.com/about/en-us/download/


You can work with the files you store in OneDrive for Business right from Word, Excel, PowerPoint, and 
other Office desktop apps. There's an alternative to going to your Office 365 site in a browser.

In this module, you’ll learn how to:

• Save a file

• Open a file

• Add a place to save a file

• Create and save from a site or mobile app



1.

2.



1.

2.
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Working with 
Office documents in a browser or mobile app

Should I save 
my documents to OneDrive for Business or a team site?

http://support.office.com/article/4bb051f2-acd0-4039-8a4e-0288fea2c159
https://support.office.com/article/d18d21a0-1f9f-4f6c-ac45-d52afa0a4a2e


Sync OneDrive for Business to your computer, and then get to your files in File Explorer instead of in a 
web browser. All your changes sync to OneDrive for Business whenever you’re online.

In this module, you’ll learn how to:

• Sign in to your site

• Sync your files



1. Office 365

2.

http://portal.office.com/


1.

2.



3.

Download the OneDrive for Business sync app

Sync 
OneDrive for Business or site libraries to your computer.

https://onedrive.live.com/about/en-us/download/
http://support.office.com/article/23e1f12b-d896-4cb1-a238-f91d19827a16


After you sync your OneDrive for Business files with your computer, you can manage your files like 
other files on your computer. You move, rename, and delete your files the same way you're used to, 
except the changes you make to OneDrive for Business files sync to all your other devices. So if you 
delete a file here, it's deleted everywhere. In this module, you’ll learn how to:

• Copy or move a file

• Rename a file

• Delete a file
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2.



1.

2.

3.



1.

2.



When you store your files in OneDrive for Business, you can share with others from any device by 
going to your Office 365 site. Or you can share right from an Office desktop app without even going 
to Office 365 in a separate window. Whichever way you share Office files, you can work with others at 
the same time they work and see changes as people make them. In this module, you’ll learn how to:

• Share a file with everyone from a browser

• Share a file with individuals from a browser

• Share a file from an Office desktop app



1.

2.
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When you store and share your files in OneDrive for Business, you can work with others at the 
same and avoid reconciling multiple versions of your files. Work together from either the online 
or the desktop versions of Word, PowerPoint, or OneNote. For workbooks, use Excel Online. In 
this module, you’ll learn how to:

• Work with others on a document at the same time



•

•

•

•

Work together on Office documents in OneDrive

https://support.office.com/en-US/article/Work-together-on-Office-documents-in-OneDrive-EA3807BC-2B73-406F-A8C9-A493DE18258B


For more information about OneDrive and OneDrive 
for Business, see the following resources:

• Store and Share Documents Quick Start Guide 

• Sync OneDrive for Business or site libraries 
to your computer

• Get the OneDrive for Business mobile app for 
your device

• Contact Office 365 for business support

• OneDrive subscription billing and Storage plan questions

Find more Learning Paths at the Office 365 Learning Center.

http://office.microsoft.com/redir/AF104114261.aspx
http://support.office.com/article/23e1f12b-d896-4cb1-a238-f91d19827a16
https://onedrive.live.com/about/en-us/download/
https://support.office.com/en-US/article/Contact-Office-365-for-business-support-32A17CA7-6FA0-4870-8A8D-E25BA4CCFD4B
http://go.microsoft.com/fwlink/p/?LinkID=536615
http://go.microsoft.com/fwlink/?LinkId=511461



